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cutting costs_---“with a dotted line 


— 

ad 

Day after day, this typist turns out 
almost twice as many statements, in- 
voices, purchase orders, as before. 
Office overhead is slashed. How? The 
dotted line does it. That magic dotted 
line holds together sets of Moore’s 
continuous forms. Work flows in an 


unbroken stream through typewriter, 
billing or tabulating machine. 

Moore continuous forms bring 
assembly-line speed and economy to 
your office — save up to 95% of the 


Continuous Register Forms and Registers 


Fanfold Billing 
Machine Forms 


time wasted by old-fashioned methods. 


For a medium-size newspaper in 
Michigan, Moore designed continuous 
interleaved invoices that speed up the 
work and can save about $3600 each 
year in postage and envelopes alone! 
Your business can shave costs, too. Call your 
local Moore office—in over 200 cities, nearly 
everywhere. Or write any Moore factory: 
Niagara Falls and Elmira, N. Y.; St. Paul, 
Minn.; Denton, Tex.; Los Angeles and Emery- 
ville, Calif.; Salem, Oregon. Also sales offices 
and factories across Canada. 


Continuous Interleaved 


Marginal Punched 
Typewriter Forms 


Business Machine Forms 


BUSINESS FORMS, INC. 


The only national company that offers a complete 
range of modern business forms — THE RIGHT 
BUSINESS FORM FOR EVERY FORM OF BUSINESS! 


| piss 6 


Sales Books for 
Every Business Operation 


Speedisets for Fast 
Carbon Extraction 
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vettineias We unbrsthable easy-to- 


few pennies — yet record for over 
60 minutes! Weighing only 16 


pounds and taking less desk space. 


than a letter-tray, the Gray AUDO- 


March, 1949 
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” Gidilis 
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of all dictating 
simplest and 

_ And rugged? 
_ bounced and 


to operate. e 
Why it can 
jarred, subjected to 
- roughest handling, operated any- 
where—at home or on trains, planes, 
_and in your car, in any position, most 
any condition, — even upside-down 


_— without affecting its superb per- 
_ formance iaary eae Te 0? Oe 


unique in itself! Phone AUDO- 


_ GRAPH, your city, for free demon- 
file, mailable discs that cost but a 


stration and free trial in your 


AUDOGRAPH COMPANY 


ALABAMA 
Birmingham 
Huntsville... 
obile , 
Montgomery .. 
Sheffield 


ARKANSAS 
Jonesboro 

Little Rock 
CALIFORNIA 
Los Angeles 
San Francisco 


COLORADO 
enver 

CONNECTICUT 

Bridgeport 

Hartford 

New Haven 


507 Exchange Bidg. 7-4960 
210 Randolph 71 
60 N. Joachim 2-8637 
123 Dexter Ave. 3-7337 
106 N. Main Tuscumbia 2271 
448 W. Washington St. 3-8921 
103 W. Jackson Ave. 3346 
411 Wallace Bldg. 5-6046 
1323 Venice Bidg. Drexel 8361 
127 Montgomery St. 

Yukon 6-3616 
619 19th St. Tabor 2529 
211 State St. 3-9149 
125 Trumbull St. 6-2554 
185 Church St. 8-3650 


DISTRICT OF COLUMBIA 


Washington, D.C 


802 McLachien Bidg. District 5757 


FLORIDA 
Jacksonville 1201 Sen bares Blvd. -95211 
9445S. W. 8th St. 82-3438 
Orlando 1221 1% Month Orange St... 3-3292 
Tallahassee 117 E. Park Ave. 
Tampa. . 107 N. Rome Ave., Rm. 21 
H-1904 
GEORGIA 
Atlanta : 155 Spring St., N. W... CY-8051 
Columbus... 1047 13th St. 1937 
Macon...... 356 Cherry St. IVY-2460 
Savannah... .. 110 E. Congress St. 4-3414 
ILLINOIS 
hicago 620 N. Mich. Blvd. Mich. 2-3444 
KENTUCKY 
Louisville 407 Washington Bidg. .JA-6525 
LOUISIANA 
Lafayette. . 924 Lafayette St. 328 
New Orleans 620 Commercial Place RA-7973 
Shreveport .65 Continental Bank Bidg.. 3-7050 
MARYLAND 
Baltimore 2511 St. Paul St. Hopkins 2941 
MASSACHUSETTS 
Boston... 211 Congress St. Liberty 7270 
Fall River 27 Buffington Bldg. 2-2661 
Springfield 121 Lyman St. 3-6419 
Worcester 420 State Mutual Bidg. 4-2554 
MISSISSIPPI 
Hattiesburg 218 W. Pine St. 3380 
NEW HAMPSHIRE 
Laconia. . 626 Main St. 1050 
NEW JERSEY 
ewark.... 45 Brantford Pl.. Mitchell 3-8130 
NEW YORK 
Albany... 230 State St... 4-6380 
Buffalo 259 Delaware Ave... Wash. 8620 
New York City 230 Pot J a Murray Hill 3-6233 
Rochester 42 Eas' ... Culver ope f 
Syracuse phe 4 Theotre Bldg. 3-517 
NORTH CAROLINA | 
Charlotte... 324 S. Church St. 2-4657 
Greensboro 216,W. Market St. 6619 
Raleigh 701 Lawyers Bidg. 5487 
OHIO 
Mid-America Sales om. 
Cincinnati. . 1024-26 Temple Bar Bidg. 
Du | 1545 
Cleveland 2108:rayne Tower -5292 
PENNSYLVANIA 
Pittsburgh 335 Fiftth’Ave.. Grant 1665 
en oe -eananed 1229 Industrial Trust Bid 
i s- 
rovidence industrial trus' Gesnee 5692 
SOUTH CAROLINA 
Columbia. . 920 Main St... 7057 
Greenville 8 Provost Bidg. 2-7667 
TENNESSEE 
nooga 331Patten Parkway 6-4367 
Knoxville... . 1800 Grand Ave 4-9881 
emphis. . 236 Shrine — 37-1730 
Nashville... . 2511 West End Ave 71-5275 
TEXAS 
Austin. . 1301 Lavacca St 8-3 
Dallas... 2217 Cedar Springs Ave... R-4158 
Fort Worth 1201 Jones St. 6-3395 
Houston 1202 Bissonnet Ave... .. .Le-5697 
bbock. Post Office Box 910.........8516 
Midland 511 W. Texas Ave...........2364 
San Antonio. 1119 Navarro St....... G-6424 
VERMONT 
Montpelier. . . 81 Main St Mont. 337 
VIRGINIA 4 
Richmond. ... 1 North 5th St. 71-9417 
| 747 Elizabet's Ave., P. O. 372.1290 
WEST VIRGINIA 
Charleston... . 200 Morrison Bidg........ 21-214 
sburg...... 342/q West Pike St............... 
WISCONSIN 
La Crosse... 9007 MietetG.........: 3150W 
Madison. . 119 East Main St.......... 5-3910 
Milwaukee 541 North Broadway... Daily 5430 
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Entering our 
second century 
of leadership 


...with present day 

products evolved out of 

the unmatched skill of 
generations of pencil making, 
In varieties, lead strengths 
and colors custom- 

tailored for utmost 

efficiency in use. 


for king Ri cuteds of time- 
Or ice shortcut: | 


—— 


featured this 
th in TIME 
LOOK magazines. 


‘COLOR “SYSTEMS. 


EBERHARD FABER 


Pencil Co., Dept. OM-3, 37 Greenpoint Ave., Brooklyn 22, N. Y. 


Please send my FREE idea guide, ‘COLOR SYSTEMS IN BUSINESS’ 


Title 


Name 


Firm 


Address. 


City 


TRADE MARKS REG., U. S. PAT. OFF. | 
GUARANTEED Wroemat es 
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7 ati i. ff ee ? : — i . Re aa aie 4 a ae : “oe a eeere 
q "i ae ope : i : ei : t ; ee ee " ora : ba. hi i , 
as Cam aa 3 sae AS pt a | 
Pies we " : : . ae ae . . NS 7 _ - 7% 
‘ares : ; me: - : : Ss 
ck for simplifying paper work. 
Ay slifying paper work . 
= od ee : a ; “fe a P " P = ei “949 
— _ for speeding office routine. 
; - for mdking filing onc ‘nding 
oe ie e 4 o i Shs | E “ t 
P ; - v = s : = a 7 rt « G4 al iS | 
rt 
2a , j 
i a k : 
% 5 a ; ie | 
a on i "ae BS t 
a - co1or ys | 
4 ~ “rf ee “ooe : 3 ; . 
a Z ‘ Sie ei = iS Ap - ; } ; od 
i 2 oie yack eh. oa “2 reel! y ‘a 
Des ° eee ; si 
2 —  e .-  iataaidde of 286 profitable ond as nor 
a * practical ideas fersoving time. Send now 5 = a bya 
a # yu] ~ ie coL 
Bey 7 re Ne t , a , , 
i ‘ 7 . 1S ’ 
5 cae ag Ag: =a 
oe ! ia ; . = fs ‘SNe 
"aati q ‘ “ a an 
ee ¥ eee > OX $ » 
2 ie 66 ; af Soy 5 
ee 2 ee  Pgy 
oad . Write for “y ey | 
| yea ' oo ee aeg-packed Ke 
: ie Bt : SCOLOR gYSTEMS - 
eS : Prise jo | 
| ei : ? Wi IN BUSINESS ive guide ~s e | 
a ; me o compre office routines: FABER 
en speeded ng: EBERHA int AVE" 
= a - onl co. 37 GreenPo 
aie nn a. eae 22, N.Y: 
z ae | 
| « 4 a 
oa "aa ie me i . = Ee a a ee 


Py 


| 
; | 
+ 


| 
ER 
Cur 


2 
> 
™ 


y* fu ring OFFICE METHODS, 


MARCH 
Volume 10 


1949 
No. 3 


In this issue 


An Integrated Office............. 27 
An illustrated feature on the 
offices of Burlington Mills 
Corp. in the Empire State 


Bldg.. New York 


“Operation Economy” Popular at 


eee ee ee 39 
New Things in the News......... 413 
The Tools of the Office. ......... 53 

No. 3: Mailroom machines and 

equipment 


Member of Audit 
Bureau of Circulations. 
Member of 
Associated Business Papers. 


Published monthly by 
ANDREW GEYER, INC. 
260 Fifth Avenue, New York 1 


Murray Hill 9-4411 
Established 1877 


M. A. Geyer, President; Donald McAllister, Vice- 
President and General Manager; Thomas V. Murphy, 
Editor; Hugh Ward, Advertising Director; John M. 
Smythe, Mid-West Manager; Heskett K. Darby, 
Raffaela Pastore, Alistair P. Masson, Associate 
Editors. 

Advertising Staff, New York: Fred Steinhilber, 
William H. Hasbrouck, Jr., Charles B. Rosengren, 
James E. Neary, Jr., Bernard E. Neary, Hal Moore, 
Sterling Blakeman. Circulation: M. T. Weeks, Man- 
ager Production Department: James V. Quirk, Man- 
rt Milton Sharon. Art Director: Joseph Hoch- 
eld. 

Branch Offices: Boston 16, 471 Statler Bldg. 
(Liberty 9677), Meade & Co., E. P. Meade, Mar., 
A. C. Kretschmar; Chicago 1, 228 North LaSalle 
St., (State 2-2912), John M. Smythe, Tom Bulger, 
James Millhouse; Los Angeles 14, 857 S. San Pedro 
(Trinity 2324), Josephine L. Fisher; San Fran- 
cisco S, 593 Market St. (Douglas 2-2597), Alex- 
ander Rattray; St. Louis 1, 411 North 10th St. 
(Chestnut 1963). James R. Wright; Dallas 6, 5241 
Bonita Ave., (Taylor 0888), Francis Burt: Denver 
6, 495 High St., (Fremont 6670), Ray Thierer. 
Subscription: $3 a year in United States and its 
Possessions, Mexico, Cuba, and Canada. Other 
countries, $5 a year. Single copies 35 cents. Copy- 
right 1949 by Andrew Geyer, Inc., all rights re- 
served. Also publisher of Geyer’s Topics, Who 
Makes 2a Where, The Gift & Art Buyer, and 

e. 
Entered as second class matter September 20, 1946, 


cn" Office, New York, under Act of March 3, 
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In-the 
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*% JUST BY WAY OF SHOWING that American office meth- 
ods are not as influential internationally as we like to think 
they are, consider one of the popular British items of office 
utility—tthe register of letters received. 

From an advertisement in the Stationery Trade Review 
(London) of Tollit & Harvey, Ltd., a well-known London man- 
ufacturer of ruled books, came the small reproduction here- 
with of a page from one of these registers. This particular 
register has a leaf size 12!2 by 1015 inches and can be had 
with space for 5,000, 10,000, or 20,000 entries. It provides a 
chronological record of letters coming into the office and a 
summary of their handling and final disposition. 

Obviously, keeping up a register of this kind can be quite a 
task and it is equally clear that in the close-hauled British of- 
fice of today the task would not be carried on if the results 
were not thought to be of considerable value. Yet the Ameri- 
can office seems to get on well without this operation. 

What is the reason for this sharp difference? Are our British 
friends just being stubborn about a tradition which we have 
thrown overboard some time in the distant past? Are they 
merely ignorant of modern ways of treating incoming letters, 
as exemplified by our current practice? Should we try to 
teach them a better way? Or is it possible that they have 
something to teach us? After all, a register does show up the 
letters that loiter and the people responsible for the loitering! 

The only lesson we wish to draw is that there are more ways 
than one to skin a cat. 
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: Concentrate on the BROW NE-MORSE 


A-Z Alphabetical Manila Folders, Letter and Legal 
Size. Double Top Only, One-Fifth Cut. 

Two-Fifths Cut Manila Folder, Guide High. Letter or 
Legal Size. Heavy Weight, Double Top Only, Extrg 
Heavy Weight and Super Weight, Single Top Only, 
Miscellaneous Folder for “Simplex Index"’ System, 
Blue, Heavy Weight, Double Top Only. Letter oy 
Legal Size, Guide High, One-Fifth Cut. 

Kraft Folder Medium Heavy, Extra Heavy, Single 
or Double Top. All Tab Cuts, Letter or Lega! Size, 
System Folder Heavy and Extra Heavy Weight, 
Single and Double Top. Super Weight, Single Top 
Only Right Center Cut, Guide High, Letter oy 
Legal Size. 

Miscellaneous Folder for “Service Index.’ Double 
Top, Guide High. Salmon Color, Letter or Legal Size, 
Heavy Weight Only. 

One-Half Cut, Heavy Weight, Double Top. Extrg 
Heavy Weight and Super Weight, Single Top Only. 
Undercut Tab. Letter or Legal Size. Tabs Printed if 
Desired. 

Salmon Manila Folder. All Tab Cuts. Heavy Weight 
Only Letter or Legal Size. 

One Third Cut Monthly Folders. Heavy Weight Only. 
Letter or Legal Size 

Guide High Kraft Folder Double and Single Top. 
Heavy and Extra Heavy Weight. Two-Fifths Cut 
Only, Letter or Legal Size. Only Single Top Fur 
nished Printed. 

One-Third Cut Manila Folder Double and Single j 
Top. Body or Guide High. Heavy, Extra Heavy and | 
Super Weight. Letter or Legal Size. i 
Blue Manila Folder. All Tab Cuts. Heavy Weight 
Only Letter or Legal Size. | 
One-Fifth Cut. Single or Double Top. Heavy, Extra 
Heavy and Super Weight. Body or Guide High. 
Letter or Legal Size. 

Extra Heavy Weight Manila Folder. All Tab Cuts, 
Body or Guide High. Letter or Legal Size. 


... FIND THE ANSWER FOR EVERY FILING NEED! 


: As today’s business becomes increasingly complex, vital company SROWNE-MORSE COMPANY 
a. records must be properly organized so that important facts are kept at COMPLETE FILE ONOEK FOR ONE ORAWER 


management's fingertips. : 
‘stabeloms ©. EE F 
In this respect, you will find the Browne-Morse complete line of filing 
supplies will furnish an answer to your filing problems. Every re- 
quirement is covered so that you can establish efficient filing sys- 
tems to keep facts at your fingertips and save filing time. 


The Browne-Morse complete line of file supplies include folders 
and guides of every type, size, weight and color to satisfy your q 
every filing need. 


BROWNE. 


Office tour; 


MORSE COMPANY 
MENT AND OFsie, SUPPLIES 


. : Look for the BROWNE-MORSE ‘'‘Pack- | 
Contact your local Brown-Morse dealer who will give you aged’? filing systems at your dealers. Dis. 
immediate delivery, as well as valuable suggestions in helping play carton contains complete set of divid- 


ers and folders for one file drawer. Order 
your supply today. 


you solve your filing problems. 


ARCHITECTS OF EFFICIENCY FOR AMERICA'S OFFICE 


MUSKEGON Browne-Mborse MICHIGAN 


MANUFACTURERS OF STEEL OFFICE EQUIPMENT AND FILING SUPPLIES FOR OVER 38 YEARS 
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Keep an eye out for this tag when you’re in the market for fluores- 
cents. It means the fixture is equipped with a General Electric ballast 
—the industry’s finest. It is your assurance of rated lamp life and 
maximum light output, of quiet and trouble-free operation. 

All G-E ballasts are designed, built and tested for permanent 
lamp-matched characteristics. They get the most out of standard 
fluorescent lamps—give you the quality and economy you are looking 
for in fluorescent lighting. Apparatus Department, General Electric 


Company, Schenectady 5, N. Y. 


FLUORESCENT LAMPS 4. not draw cur- 
rent directly from the lighting circuit as do 
incandescent lamps. ..stead, they are oper- 
ated by a transformer or ballast——especially 
and carefully designed for the purpose. 
With fluorescent lighting, therefore, the 
amount of light you get from the lamps, the 
life of the lamp, and to some extent the life 
and efficiency of the fixture itself, depend 
to a large measure upon the characteristics 
of the ballast. Good ballasts mean better, 
nore economical lighting. 


GENERAL @@ ELECTRIC 
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THE BIG NAME IN FILING EQUIPMENT 
@ EXCLUSIVE 


Concealed Safe Unit is a patented fea- 
ture available only to Invincible users 
because only the INVINCIBLE line of 
metal filing cabinets has it! It offers 
security for your valuables and confiden- 
tial papers in your home or office. 
Concealed Safe Units are available in 
the 2, 3 and 4-drawer filing cabinets. 


Invincible Filing Cabinets 


You have a choice of four beautiful finishes: olive | drawer size. All fittings are metal. Cradle-type 


green, grained walnut, grained mahogany and the _— drawer suspension gives you super-strength for max- 
new Modernaire gray. 


imum drawer load. See your Invincible dealer or 
All filing cabinets available in either letter or cap — write Invincible Metal Furniture Co., Manitowoc, Wis. 
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Here’s a Lifetime of::Smooth Stapling! 


iy 
m955 


I The New'Director' 


Co FOR OFFICE, INDUSTRY AND HOME 
aes =” A handsome brute 
, ..-and quick on the trigger 
4 BD 2a pe f ‘ O S 
A a Sells Itself in One Staple 
he - ; . ca There's a lifetime of experience behind 
hohe i " . this precision-built combination of beauty 
‘ng <n ih and brawn. ..a lifetime of efficient ser- 
if vice ahead. It’s the sturdiest and fastest 
fe office stapler Hotchkiss has ever built and 
Sa that's counting our finest pre-war models. 
180. Many staplers are too light and unsteady 


for high-speed stapling ...so we made 
the DIRECTOR of heavy steel and strongly 
hinged to a broad steel base. Many 
staplers are too stiff in action...so we 
developed an entirely new balancing 
theory that makes stapling or tacking 
with the DIRECTOR a one-finger operation. 


A new staple cartridge for quicker load- 
ing, less jamming ... staple capacity 210 
Hotchkiss standard staples ...a new re- 
movable front plate for easier cleaning 
and oiling ... a new anvil for split-second 
adjustment from permanent to temporary 
position . . . as a plus feature the ma- 
chine is all chrome plated—these are just 
a few of the revolutionary sales features, 
a few of the reasons folks will be want- 
ing the DIRECTOR... the precision-built 
stapler of a lifetime! 


Write today for further information. 


Industrial and Office Stapling and Tacking Equipment 
Norwalk, Connecticut 
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SEND IN THIS COUPON—see for yourself how Carter's amazing 
new Silvercoat solves duplicating problems! 

Here’s your opportunity to obtain free Silvercoat samples for 
your own rigid test. Just fll out the coupon below and mail to the 
Carter’s Ink Company, Dept. B., Cambridge 42, Boston, Mass. 
Let us help you to a 
Name 


banner year in 


Address__ 


duplicating work! 


4 


City Zone 


Dealer’s Name and Address 


a 
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ey wo ‘ qhosewhohave tried Carter’snew Silver- always stay neat and clean on the job. 
ee iil r : coat Carbon, the super-fine carbon for office managers and purchasing 
i 2 ‘ spirit process duplication, call Silver- agents are gold on the work it does- 
ro -: ¥ coat the best duplicating carbon news gilvercoat gives sharper, more legible 
= le ae in years: copies- It’s economical, ego—ftor it #* 
« % ; Typists are delighted sures many more copies from each 
ha ge it handles. Gilvercoat © master. And since Silvercoat does not 
7 a * gs easily a regular carbOT- deteriorate in storage, large quantities 
 . coating won't rub off, won't smudge, may be stocked with assurance that it 
; : won't stain. Fingers; cuffs and dresses will be in perfect condition when needed. 
r > 
ae een : a4 
= < ------------ = >> ay 
V ea SEALE 
4 ee ities AS’ Sa Oe 
: ‘ f >» 
ye ae a | 
ce = a i 
cae 3 
; , q 3 SSS i 
att hea | ETT 
al Fine = | 
| ea 
pe Be 4 ee ae 
a ; 
= | 
“ane _ . ay Sn 
= 2 Se ee 


et ee 3 Aen = ag 

eae es ‘he : cod ia Rt 

ir nt: 8) a ee ara i 
i eae rs 239 te @ ian 


-Here’s how Carter’s new 
Silvercoat can help you solve 
your duplicating problems: 


" @ Sharper, more legible copies with 
Silvercoat. 
| 
@ More copies per sheet of Silvercoat. 
@ Operator’s hands and clothes stay clean 
with Silvercoat. 
| P.S. For the most efficient method of 
: preparing your master copies, use Carter’s 
| 3 Silvercoat Masterfold Units. 
, 
t 
i 
— 


The Carter’s Ink Company 


CAMBRIDGE 42, BOSTON, MASSACHUSETTS 


, 1949 March, 1949 OFFICE MANAGEMENT AND EQUIPMENT W 


= er. 


: ee | 
£ 
i 
| : 
7 
{ 
‘ 
j 
{ 
———~L. ¥ | 
y | 
ee TF 
‘LF 
eee 
| st lee 
Fae i hi 
| . 
| ee 


If You Are A Manufacturer of Office Equipment... 


- HIS 
EAR 


For his ear is the ear of more than 10,000 executives, responsible for 
office methods and procedures, who influence or decide the buying of 
office equipment and supplies. 


That's why OFFICE MANAGEMENT AND EQUIPMENT should be 
the keystone of your advertising program. /t picks the person you need 
to sell. Take a look at these keystone executives who are regular readers 


of OFFICE MANAGEMENT AND EQUIPMENT! 


4254 Office Managers, Accountants, Auditors, Methods Supervisors and 
Chief Clerks who directly supervise office administration and the 
selection of office equipment and supplies in the nation’s largest 
commercial, industrial and financial organizations. 


Vital prospects for you? Yes. And so are 


5746 Presidents, General Managers, Treasurers, Comptrollers, Pur- 
chasing Agents, and other important executives who exert a 
direct and often controlling influence on office administration and 
purchasing in their respective organizations. 


Meet them--SELL them—through OFFICE MANAGEMENT AND 


EQUIPMENT. 
OFFICE MANAGEMENT 


Speaks to the Men Who Decide the Purchase of Office Equipment 


260 FIFTH AVENUE + NEW YORK 1, WN. Y. 
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more work 


more kinds of work 


in less time 


| with less effort 


Iv one minute you can have more than 
100 clear, sharp. black on white copies of written. typed 

and drawn material. The new table-top model 435 A. B. Dick 
mimeograph with built-in motor is engineered for fast 
production. It is shown here with the model 27 A. B. Dick 
stand which provides foot control and allows the operator 

to remain comfortably seated during the entire mimeographing 
evcle. This machine. for use with all makes of suitable 
stencil duplicating products. has full Flexamatic Control to 
handle a variety of paper and ecard stock in sizes from 3 x 5 
inches to 9 x 16 inches. Look in the phone book or write 
for the name of your nearby A. B. Dick representative 

and ask for a demonstration. A. B. Dick Company, 

720 West Jackson Boulevard, Chicago 6, Illinois. 


Vimeographing is 
Balanced 


Duplicating 


HERE ARE MORE FEATURES 

Easy, fast-loading feed table with 125-sheet 
capacity. Exclusive Roto-Grip Feed quickly set to 
feed automatically a great variety of paper and 
card stocks. Closed cylinder houses semi-automatic 
ink distribution and recovery system. Three-way copy 
adjustment. Universal stencil clamp. 


UNIVERSAL FEED TABLE 

Available at extra cost. Simplifies hand feeding 
collated sets of irregular sizes of paper 

and card stocks. 


A. B. DICK 


the first name in mimeographing 
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ONC 


does the 


work of many 


a UARCO business form 


Just because you have 
many departments doesn’t mean you 
need many forms. Not at all! Uarco 
combines business forms so that one does 
the work of many . . . serving all depart- 
ments... reaching everyone concerned. 

Not only that, but each department 
gets only the facts it wants—no non- 
essentials. No delays, no recopying— 


one writing does it all! 


See how you can combine your business 
forms. Call your Uarco Representative 
—he’ll make a complete survey of your 


needs at no cost or obligation. 


UARCO INCORPORATED 
Chicago, Ill.; Cleveland, Ohio; 
Oakland, Calif.; Deep River, Conn. 
Offices in all principal cities 


UARCO 


INCORPORATED 


CONTINUOUS-STRIP FORMS 
FOR TYPEWRITTEN AND BUSINESS MACHINE RECORDS 


OFFICE MANAGEMENT AND EQUIPMENT 


SINGLE SET FORMS 


*for instance . . . One 
company selling radio tran- 
scriptions needs all these with 
each order: (1) box label, 
(2) shipper’s receipt, Railway 
Express Agency, (3) R.E.A. 
label with detachable de- 
livery sheets, (4) “abstract 
advice” for R.F.A. records, 
(5) shipper’s bill from R.E. A. 
UARCO combines them all 
in E-Z-Out Form. One form 

. One writing . . . copies 
detached in one swift motion. 


Business Forms 


AUTOGRAPHIC REGISTERS 
AND REGISTER FORMS 


| the result of 28 years of man. 


when its a combined form. 


Books and 
Pamphlets 
For the Office 


MANAGEMENT AND CONTRO, 
UF BUSINESS is the title of g 
book by the staff of the Trundle 
Engineering Co., Cleveland, jg 
published by John Wiley & Sons, 
Inc., 440 Fourth Ave, New 
York. The book is a survey of 
management techniques and js 


agement engineering — experi. 
ence. $5 a copy. 


THE MANAGEMENT GUIDE, by 
George Lawrence Hall, of the 
department on _ organization, 
Standard Oil Co. of California, 
not only traces “the develop. 
ment of the Management Guide 
department on organization, as 
an organization and administra- 
tive aid” in that compeny, but 
is also intended as a blanket an- 
swer to the “past requests and 
future inquiries” occasioned by 
their success with organization 
manuals. This is a worthwhile 
guide in the construction of or- 
ganization manuals. Issued at 
San Francisco office. 


SUPERVISION IN BUSINESS AND 
INDUSTRY, by Robert D. Loken, 
director of employee training, 
Neiman-Marcus Co., Dallas, and 
Earl P. Strong, professor of 
management and director, busi- 
ness management service, Uni- 
versity of Illinois. This is a 
practical handbook which gives 
supervisors a thorough training 
in the principles of good man- 
agement, and shows them how 
to apply these fundamental 
principles to everyday problems. 

Based on the wide, practical 
experience of the authors and 
drawn largely from the experi- 
ence of 50,000 foremen and su- 
pervisors from all types of busi- 
ness and industry, it provides 
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ON TROL 
e of a 
"rundle 
and, is 
& Sons, 

New 
vey of 
and ig 
f man. 
ex peri- 
IDE, by 
of the 
zation, 
fornia, q tae : j An independent research organization asked 
>velop- 505 office workers in New York's Empire 
Guide State Bldg. to compare a Mirado pencil 
: = (bought in the open market) for smoothness 
—_ as 2 against any other pencil they were using. 
nistra- - The identity of both pencils was completely 
y, but Ea concealed. 
cet an- ws ; Here is the amazing report: 
[Ss and = % *More than 25 different brands 
ied by ; “et were tested against Mirado, 
zation grade for grade. 401 out of 505 
awhile people expressed a preference; 
of er. of these, 7 out of 10 chose Mirado 


as definitely smoother. Analysis 


2 os oe e 
red at _SEND FOR FREE AMPLE of the votes showed that Mirado 
spec! fying the gr adeyou won over every other leading 


brand.” 
‘S AND wis ane entioniog yeuak Ross Federal Research Corp. 
oken, ier $ tame . 3 Why not test Mirado yourself? You'll find a 
> ) y 
ining, | smoother lead for faster writing with less 
s, and id . ’ fatigue. 
or of . J ' jee Stronger and Longer-wearing, Too 
busi- ed S ares wo The patented Eagle processes that make 
Uni- ; ee Mirado so smooth also give it unmatched 
is a | point strength and durability. Try Mirado 
<a ... you'll get increased efficiency and econ- 
— omy » back : 
= he : mi ; y, or your money back. 
uning ; Rr abaee . 
man- ara *® EAGLE PENCIL COMPANY 
1 how 7 4 ie NEW YORK - LONDON - TORONTO 
] 7 
iental ; 
ylems. 
ctical 
; and 
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busi- 
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FACTS, FIGURES 
and DECISIONS 


ia 4 ‘ 
= 4 i 
oO vein it... 
DON’T YELL IT! 
Select-O-Phone is a 
real Telephone System 
i 


KELLOGG 
SELECT-O-PHONE 


AUTOMATIC PRIVATE TELEPHONE and PAGING SYSTEM 


Owning your own inexpensive Select-O- 
Phone System is like having extra hours 
added to every working day. The staff 
spend more time at their desks working— 
less time walking. Facts, figures and deci- 
sions flow faster — and the whole business 
runs smoother. 


Select-O-Phone is a true automatic 
telephone system. Permits unlimited simul- 
taneous conversations, every one private 
and secret. It takes no operator, gives in- 
stant dial service for 5 to 48 desks. Every 
station is a master station. Anyone can call 
anyone else —or call a conference with 
any or all persons on the system. 


You pay no rent. You buy the system 
outright and let it pay for itself out of 
savings. Takes 25 to 50 percent of the load 
off your switchboard. Simple to install. 


MAIL THE COUPON FOR FULL DETAILS 


SELECT-O-PHONE DIVISION 
KELLOGG SWITCHBOARD AND SUPPLY COMPANY 
6650 So. Cicero Avenue, Chicago 38, III. 


Send full information how Select-O-Phone con save 
money ond improve my pany's operoti 


NAME 
COMPANY 
ADDRESS. 
CITY. STATE. 
tA SELLE TIER ATA CEI 
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Books and 
Pamphlets 


For the Office 


step-by-step 


(Continued) 


procedures. Con- 
taining 314 pages, it is pub- 


lished by Funk & Wagnalls Co., 


153 East 24th St., New York, 


_and priced at $3.50 per copy. 


ETIQUETTE IN BUSINEss, by 


| Marie L. Carney, seems to have 


«ll the answers where questions 
of office courtesy might arise. 


| Running to an over-all length 


of 514 pages, the book is divided 
into five sections, “Business Eti- 
quette for Beginners’: “Eti- 
quette Toward the Public’; 
“Etiquette in Employer-Em- 
ployee Relations”; “Business 
Customs”; and “The Social Side 
of Business.” Sample chapter 
headings are proper dress for 
men and women in the office; 
receiving customers and callers; 


| how to make introductions; tele- 


phone etiquette; hints on busi- 
ness letter writing. Answers to 
many other situations involving 
business courtesy are covered. 
The executive who might be 
faced with the problem of intro- 
ducing his secretary to his wife 
is given the answers here, as 


| well as suggestions as to how 
his wife should respond upon 


receiving a gift from her hus- 
band’s business associates. Miss 


_ Carney also has suggestions for 


the executive on how to treat the 
new employee, how to _ inter- 


| view job applicants, and how to 


tip when traveling. Text-book 
designed, each chapter ends with 
test questions that follow the 


_ chapter’s text. Price $3.25, Mc- 
| Graw-Hill Book Co., 330 West 
| 42nd St., New York. 


Ww 


Open Mail Faste; 
With ROTO-SHEA 


Why use old-fashioned letter openey 
Get ROTO-SHEAR, the letter ope. 
that does the job faster, better—open, 
40 to 50 letters per minute. o 


Razor sharp, self-sharpening cutter ber 
slices enough from envelopes to expos 
but not damage contents. No top 
rough edges. Less wear on employes 
Safety guard protects fingers. Pays fy: 
itself in short time. Fully guarantes 
for one year. J 


$39.45 


F.0.B. DALLAS % o, 


See Your Dealer or Order Direct 


ROTO-SHEAR CO. DIV. 


NATION-WIDE PAPERS, INC. 
1621 Wall St., Box 5571, Dallas, Texas 


| LET US TELL YOU 


WHERE TO GET IT 


Whenever you are in need of any type or 
brand of office equipment, commercial 
stationery or maintenance supplies which 
your regular source of supply cannot 


oe 


) 


| 


| satisfy, call on the Subscribers Informa- 
tion Department of OFFICE MANAGE- 
MENT AND EQUIPMENT for assist- 
| ance. 


We maintain a permanent staff in our 
Directory Department—a staff that works 
all year long correcting lists of manufac- 


| dise and trade names, keeping records 
up-to-date to serve you with dispatch and 
efficiency. 

Daily, we receive phone calls and letters 
from office management executives all 
over the country who are in search of the 
best sources of supply for individual 


of office supplies, furniture and appli- 
ances. 
equipment problems. 


Subscribers Information Department 


OFFICE MANAGEMENT 
AND EQUIPMENT 


260 Fifth Avenue New York 1, N. Y. 
Phone MUrray Hill 9-4411 
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turers, distributors, classes of merchan- | 


| 
| 


? 


| pieces of equipment or large quantities — 


Ask us to help you solve your office | 
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NO EXPERIENCE NECESSARY. After brief 
instruction, anyone in your office can operate 


the new Marchant Figuremaster efficiently. It has 
fewer controls . . . instant, positive division line-up 
.. + flexible universal tabulator... automatic 


point-off in division, either as a decimal or percent- 


FEGURE FASTER WITH A 


Find out how the new Marchant 
Figuremaster can get out your figures 
faster and cheaper. Call the Marchant 


Man in your phone book today = 
“id 


its 


or just mail this coupon to Marchant 
Calculating Machine Company, 
Oakland 8, California 


OFFICE MANAGEMENT 


Mind 


age. Simultaneous automatic multiplication is 
made easier and faster with specially designed 
key-tops which guard against manual error and 
aid touch-system operation. ..all adding up to 
more CPO.” These and 14 other principal new 
features, combined with Marchant’s traditional 
accuracy control, simplicity and silent-speed, es- 
tablish the Figuremaster as the world’s foremost 


*Calculations Per Operator 


calculator. 


- 
" 


AMPRICA'S FIRST CALCULATOR 


' MARCHANT CALCULATING MACHINE COMPANY 

| Oakland 8, California 

; Without obligation, I would like to see the Figuremaster © 
Please send me free information about the Figuremaster 0 
: E2 
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EASY AS FALLING OFF A LOG... 


TO IMPROVE THE JOBS YOU TURN OUT. 
With MERCURY PRODUCTS 


It's easy to get a new snap and sparkle in the jobs you tum 
out—easy to get the appearance of fine printing from your 
duplicating process. Switch to Mercury accessories. You're 
sure of finest performance because: 


]1._—They're manufactured in the world's largest plant devoted 
exclusively to rollers and blankets for the graphic arts. 2 
They're built to the same tolerances and of the same superior 
quality materials as the rollers and blankets used on giant ; 
multicolor printing and lithograph presses. 3.—This excellence 

in production methcds results in finer reproduction, and loncer 


RAPID ROLLER CO. 


_ FEDERAL AT 26TH © DD. M,. RAPPORT 
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Here’s One More Reason Why 
STEEL AGE Files 


/ ALINO-MATIC ° 
Suspensions 


~ - 
~—a 


! 

! 

Guarantee Smooth 
4 Trouble-Free 


we 


\ Drawer Action / 


The superbly smooth drawer action of every build in a patented compensating cross-tie in 


STEEL AGE Grade “"A™ File drawer doesn’t just 
happen! It depends on the construction of the 
drawer suspension. We take very special pride in 
the meticulous way we build our famous **Alino- 
Matic” STEEL AGE suspension. It has full pro- 
gressive, ball bearing action, of course. But to 
give it extra strength—for better service and extra 


life—we use heavy gauge steel in the channels, 


front to keep drawers in alignment under all 
conditions, and add the priceless ingredient of 
master craftsmanship that proudly becomes a 
part of every STEEL AGE product. Is it any 
wonder then, that these great files operate with 
such jewel-like action, year after year? Is it any 
surprise to hear people say so often, “Buy STEEL 
AGE and you buy the best in steel office furniture!” 


_ CORRY—JAMESTOWN ~ 
MANUFACTURING CORPORATION «x CORR 
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How aptly this fine old slogan applies to Ace Stapling Equipment. 
When you buy Ace Staplers, you are buying a machine that will give 
life-time satisfaction, that is built with watch-like precision, from 
the finest materials, by skilled workmen. 


To match the fine, enduring qualities of an Ace Stapler, you will 
want Ace Staples. In the production of these Staples only premium 
quality wire is used, absolutely uniform in size, strength and temper. 
That is why Ace Staples have such unusually high tensile penetrating 
strength. Always ask your dealer for ACE Staples. 


SOLD THROUGH DEALERS ONLY 


FIG. 1 Shows cross section of an AllL- FIG. 2 Shows the ALL-ROUND wire 


ROUND steel wire. Ace uses only premium, ofter being treated by the ACE PROCESS. 
precision made, accurately drawn-to-size This gives maximum strength on the outer 
steel wire. edge where it is most needed 


Machines tor 


3415 NORTH ASHLAND AVENUE: + CHICAGO 13 
IN CANADA e ACE FASTENER (CANADA) LTD., 504 ST. LAWRENCE BLVD., MONTREAL 


te 
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ALL-PLASTIC CARD GUIDES 


Patented. Trademark Reg. U. S. Pat. Off. 


Card filing reaches a new peak of ease and con- 
venience with Rock-Elite Card Guides. Made 
of lightweight, transparent, long-lasting plastic. 
They feature guide and tab of one-piece con- 
struction with entire tab located above card 
tops. The tabs of Rock-Elite All-Plastic Card 
Guides eliminate undesirable extra bulk that 
causes cards to “‘fan’’ forward. Tab slant to the 
rear gives full ‘tangled visibility” to labels. 
Entire tab is transparent for maximum size 
label—no tiny ‘‘window” to limit label size. 


Practically indestructible, Rock-Elite Card 
Guides can be bent double and spring back to 
original shape—will not become brittle or crack. 
Rock-Elite plastic is safe, too—will not ‘‘flash 
burn.”” Rock-Elite Card Guides are available 
in 3 x 5, 4 x 6 and 5 x 8 sizes, each in a wide 
label assortment for popular systems. 


OG “in Desk ee 


Trademark Reg. U.S. Pat. Off. 


GREATER CAPACITY «+ TIERS LOWER 


Rock-Elite Desk Tray, molded of chip-proof, scratch- 
proof plastic, tiers lower than ordinary trays yet com- 
fortably accommodates file folders and standard size 
ring binders. Each tray surface is ribbed to eliminate 
fumbling for bottom sheet; slopes downward to rear, 
automatically aligning contents. Fluted, non-slip tier 
posts at sides and ample cut-out opening permit easy 
access. Four rubber cushion feet protect desk and table 
surfaces. Attractive walnut or gray finish. Available 
in letter or legal size. 


ROCKWELL-BARNE 


ol, 
35 East Wacker Drive Chicag : 


Rocka File’ ee 


— SAVES UP TO 
: 40% FLOOR SPACE! 


Rock-a-File’s revolutionary side-fil- 
ing development, featuring compart- 
ments that “rock”? open sideways, 
provides the same capacity as or- 
dinary files in Jess than two-thirds 
the floor space. Compartments pro- 
ject only slightly when open. All the 
i contents are instantly available all 
ws the time . .. two or more persons can 
file simultaneously .. . compartments 

} can remain open ‘Standard letter 

ees and legal size models available in 


S COMPANY 


eee choice of finishes. 


Rock-a-File PERSONAL FILE 


The perfect private-office file 
—ideal for home use, too. Fea- 
tures space-saving advantages 
of side-filing plus effortless op- 
eration of “‘rocking’’ compart- 
ments. Standard letter size, 
two-compartment model 
stands 32 inches high. Avail- 
able in satin-gray, mahogany, 
green or mar-proof walnut 
finish, with or without lock. 


*Patented 
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WARDROBE-STORAGE CABINET 
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SHIPPED OLIVE GREEN 


edged An od tin estas ti - 
READY TO n acnievement in masfertfu space conservation. MODERN GRAY 


SELL These cabinets are adaptable, durable and FINISH 
attractive space savers for the storage of 
office material, supplies, clothing and miscel- 
laneous items. 


Write for literature and price list—Dept. A-5. 


STEEL EQUIPMENT 
FOR THE 
OFFICE 


STEEL EQUIPMENT 
FOR THE 
FACTORY 
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Gsterbwook 
ALL NEW 
| DipsLess f ft 


Fill like 


§ clean as itis pe. J 


\ 


an ink- 
well... Just re- 
move the top. No 
more ink-stained 


fingers. 1s easy to 


on 


L 


~ 


Smart, modern, 
non-tip base. 
Practically spill- 
proof if tilted or 
upset. Holds a full 
ounce of ink. Fill 
it’ once, and it 
writes for months. 
A 


a to the point. | 


~ 


New capillary 
feed scientifically 
supplies just the 
right amount of 


SS 4 
< \ 


<\* oe 


wv? 


Practically spill-proof if tilted or upset 


AS EASY TO CLEAN AS A CUP 


— Esterbrook 


AMERICA’S FIRST PEN MAKER 
ESTERBROOK PEN COMPANY. CAMDEN, N. J. 


In Canada: The Brown Bros.. Ltd.. Toronto 


r . 
Your choice of 


famous precision- 
made Esterbrook 
points. Choose the 
right point for the 
way you write... 
the right point for 
the job you do. 


S 


5 base colors: red, 
green, grey.black, 
clear. 


full page... 300 
words and more. 
Point never floods. 


E dip writes a 


In case of point dam- 
age there is no repair 
delay with these easy- 


ce) 
ae ° e a? to-replace inexpen- 
TURN TO ESTERBROOK WHEN IT’S A MATTER OF POINT OR sive Re-New-Points. 
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Get Set for 


Mm =6N.O.M.A. CONVENTION ISSUE 


OFFICE 


MANAGEMENT 
aud Equiemorte 


The National Office Management Association Convention in 

Philadelphia is going to draw the executives who influence 

or decide the buying of office methods and equipment for 

aa the largest office installations in the country. 

" aa The Convention Issue of OFFICE MANAGEMENT AND 

“al “a EQUIPMENT is going to focus the attention of these 
_ important buyers on your products right at show time when 


they are thinking about new methods and new equipment. 


Your ad, in the Convention Issue, will tell your story before 
, they go. Your ad, in the Convention Issue, will talk to 
eal an them at the show. 1,000 extra copies of OFFICE MANAGEMENT will be dis- 


3 o tributed right on the spot at Philadelphia to the men you want to sell. 
ee. r Here is double-barreled sales action if you are a manufacturer of office equipment 


whether or not you’re going to be an exhibitor at the show. 


GET READY for the N.O.M.A. Conven- 


, tion and show by sending in your advertis- 
ae 4 \ ing space reservation now! 
i. *ond GET SET for N.O.M.A. by making sure 
nate cement you tell your complete sales story in 
x00 OFFICE MANAGEMENTY’S Convention 
{ orFic® . conve™ Issue. 
pssocione FORMS CLOSE APRIL 10 
¥ watt No Increase in Rates 
ONVENTIO® jens: ° 
adele a. OFFICE MANAGEMENT 
Pht 93, 24 and EQUIPMENT 

Moy Speaks to the Top Men Who Decide the Purchase 

of Office Equipment 
260 FIFTH AVE. NEW YORK 1, N. Y. 

A Geyer Publication 
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PE MINGTON 
RLECTRIC DeLuxe 


.... Brings Your Typing 
Under Fingertip Control 


Seat yourself at this superb type- | No wonder this Electric DeLuxe is 


writer — see how accessible its con- — already becoming a favorite with 
trols are, all within the Fingertip typists — and with executives 


Zone! Let your fingers stroke its | who want greater typing production 
scientific keyboard and see how it at the lowest net cost! See it today 
produces fine, letter-perfect typing. | at your nearby office of Remington 
Notice too, that, no matter how Rand Ine. — you'll thrill to it too! 
many carbons you are making, the 

touch is always uniform; the fast, Re y Rand 
completely electrified action is al- 

ways swift, smooth, effortless. THE FIRST NAME IN TYPEWRITERS 
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FINGERTIP CONTROL ZONE — every con- 


trol is accessible. located on the front 
of the typewriter — at your fingertips. 


MANIFOLD DIAL CONTROL — a touch of 


your finger adjusts this typewriter for 
the number of legible carbons you want. 


FINGERFIT KEYS are designed to adjust 
your fingers to the correct typing posi- 
tion — give you a surer typing touch, 


YOU TYPE NATURALLY — You’re at ease 


from the moment you start. This type- 
writer is designed to speed and ease 
your typing, following through on the 
typing techniques you are now using. 
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ANNOUNCING 


Oper 


REG. U.S, PAT. 


. an improved 


@ Super-Filer. the mechanized filing equipment with 
the unique swing front, mechanically adds working 
space and produces an angle spread every time the 


drawer is opened. It provides at least 18°; more pay- 
load per drawer. 


Wit . 

The new Self-Adjusting Divide-a-Files (three to a aa aaa - 
drawer) mechanically simplify almost every filing oper- 
ation. They break up the load in the drawer, hold the 
contents slanted to the rear for easy reading and mechan- 


ically maintain compression. They SELF-ADJUST 


themselves to changes in the volume of drawer contents. 


The improved Super-Filer with Self- Adjusting Divide- 
a-Files marks another milestone in the filing of office 
records. It reduces office expense by saving time, effort, 
money, floor space and actually cuts down comparative 
initial costs of filing equipment. Available now in 4- and 
5-drawer heights. Write for the name of our nearest 
branch or dealer. 


THE GENERAL 
FIREPROOFING COMPANY 


DEPARTMENT M-3 * YOUNGSTOWN 1, OHIO 


Cabinet shown is GF Super-Filer 55051 ae i 
Hi 5 
: Eee Ses BB kati ec. 3s / oc | 
There is a complete line 
of GF metal furniture — | 
desks, tables, chairs, files ) 
and shelving | 
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Photos by Robert E. Coates, N. Y. 


1. Plan of elevator reception lobby is simple, logical, unique. 
Panels are bleached walnut over light tan marble. The plaque 
is sculptured in teak, with topographical embossments accurately 
scaled. At right: corridor entrance and section of Burlington 


House. 


AN 


INTEGRATED OFFICE LAYOUT 


Burlington Mills Corporation Offices 
in the Empire State Building, New York 


By Kenneth H. Ripnen 


of Kenneth H. Ripnen Co., Inc., New York 
Architects and management counselors in space administration 


*% THE OFFICES of the Burlington Mills Cor 
poration in the Empire State Building rep- 
resent a logical and sequential approach to the 
creation of a living architecture, and a modern 
office shelter for the specific activities of a client. 

On one entire floor, with an area of 70,000 
square feet, space has been provided for a per 
sonnel force aggregating 425 employees who had 
previously been quartered in five different office 
locations in New York City. 

The office layout reproduced in this article, and 
the accompanying photographs, which are keyed 
to the various locations shown on the plan, help 
one to visualize more clearly how this large ex- 
panse of floor space was planned as an integrated 
office for one of the country’s leading textile firms. 
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The offices of a corporation are conveniently ar 
ranged only when the component elements are so 
placed that the office staff can move easily and 
quickly from one office to another. There should 
thus be economy and directness of circulation. As 
each building has a different set of structural, 
mechanical, layout, and design limitations, and as 
these conditions vary with each separate program, 
it is not difficult to understand why meticulous 
attention must be paid to the accuracy of these 
details. 

For the sake of brevity, we will not deal with 
the creative planning of the office layout which, 
as in most instances, presented a variety of more 
or less complex problems that were ultimately 
solved in detailed steps of planning, but will en- 
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deavor to bring into sharper focus some of the 
major elements that tend to provide the physiolog- 
ical and psychological factors that are so impor- 
tant and desirable in an office today. 

The entire floor occupied by Burlington Mills is 
equipped for year-round air conditioning. This 
includes not only ordinary heating and ventilating 
functions performed on the atmosphere within 
this enclosure to produce and maintain conditions 
conducive to human comfort, but also cooling and 
dehumidifying in summer and heating in winter. 
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FLOOR PLAN OF THE OFFICES OF 
Empire State Building 


Arrows and numbers on the plan indicate 


The system also provides the desired degree of air 
motion and cleanliness at all times. 

A central station overhead duct system is em- 
ployed, the ducts being concealed in a furred ceil- 
ing. The volume of air delivered is approximately 
100,000 cubic feet per minute and is partly con- 
ducted back to the conditioning apparatus, where 
it is blended and recirculated with outside air. 

There are four fan units with each fan serving 
two zones, making a total of eight zones air con- 
ditioned, and they are all automatically controlled 
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BURLINGTON MILLS CORPORATION 
in New York City 


location of areas pictured with this article 


for load variations. A certain number of private 
offices are individually controlled to designed con- 
ditions that may be desirable, either for heating 
or cooling. 

The board room has a unit air conditioning sys- 
tem that is inter-connected with the main system 
but individually controlled. There is also a posi- 
tive smoke exhaust in the board room, which can 
be controlled as the smoke load develops. 

The supply anemostats located on the ceiling 
and detectable in some of the photographs diffuse 
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the conditioned air radially and horizontally in all 
directions. The anemostats and return grills are 
located on pre-established modules for office plan- 
ning and zoned to compensate for internal as well 
as external load variations, such as sun travel, 
windows, corridors, and other affecting condi- 
tions. This permits a high degree of flexibility in 
office layout changes that may be required to suit 
any set of conditions in the future. In designing 
an air conditioning system for an office, or an of- 
fice building, these are but a few of the many con- 
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2. (above): Corridor from outside re- 
ception room. Illuminated indirectly 
with cove lighting fixture extending en- 
tire length of corridor, giving uniform 
distribution of light without glare. Wallis 
are light tan marble slabs. Ceiling and 
upper wall section are lighter shade of 
tan which gives a good impression of 
light drifting down textured surface. 


4. Inside of reception room, with spa-:- 
ious seating arrangement. Side shielded 
from traffic to and from reception desk. 


The 


reception 


3. (left}: Reception lounge, out of the 
channel of traffic but open to the 
entrance, making it easy for new ar- 
rivals to see and to be seen. Wall 
behind reception desk is special 
bleached walnut panel with draperies 
at each end. Rest of wall extending 
to right is light tan marble. Cove 
lighting produces soft aureate hue giv- 
ing uniform distribution of light on 
ceiling and wall without glare. Glass 
door has special gravity supports and 
hand grips are large. Metal trim is 
lacquered stainless steel. 
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Burlington Mills 
Corporation 
display rooms 


6. Show Room: Combines best features of a show room and 
sample room. Installation is glass-enclosed along semi-public 
corridor and by special illumination is high-lighted to become 
main center of attention. Sample cabinets in rear have series 
of deep tray units which pull out to a limit stop. Floor is rubber 
tile. Under dropped ceiling, samples in variety of color ranges 
and texture are shown 


8. Exhibit room: Features seen here were carefully studied on 
basis of their individual effectiveness in compelling attention to 
merchandise. Differences will be most discernible in accents of 
lighting, and in the design of fixtures and other devices for 
focalizing merchandising. 
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5. When visitor steps into open corridor scheme directly off eleva- 
tor lobby, Burlington House show room creates new sense of 
respect for architecture. Indirect lighting supplemented by down- 
lighting spots. Displays are illuminated by flush-type panels 
shielding the eyes from possible glare. Door at Colonial entrance 
closed only when privacy is required; normally kept open to the 
corridor to invite entrance. Window trim is lacquered stainless 
steel supported on black Italian marble base. 


7. Glass and frame entrance to flat goods display reception room 
makes it visible to visitors entering the floor. To right: one end 
of panelled wall mirror; to left: circular bays disclosing flat goods 
merchandise area display. Woodwork: English harewood. 
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9. Executive office corridor. Relations among the different execu- 
tive offices have been closely considered by the architect. Inde- 
pendent of direct contact with semi-public circulation, the quiet 
dignity of an executive office corridor is exemplified in this 
Photograph. Executive offices are behind solid mahogany panel 
doors with natural satin finish, affording pleasing contrast with 


eae 


warm tan panelled wainscoting and molded trim. Cove lighting 
has been successfully carried out in this scheme. 


siderations to investigate, weigh, and carefully 
analyze. 

Selection of the lighting system was obviously 
aimed to provide for adequate comfortable seeing 
conditions and at the same time be practical and 
economical to operate and maintain. Other fac- 
tors that govern the merits of lighting installa- 
tions, such as surface brightness ratios, harmony 
of the light, and the enhancement of the architec- 
tural beauty of the interior were carefully con- 
sidered. 

As quality of lighting is equally as important as 
quantity, the factors included in the prevention of 
glare, elimination of harsh shadows, and uniform 
distribution were carefully studied and classified 
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according to the visual task of the various depart- 
ments. The intensity values on the working plane 
average 35 foot candles, depending upon the na- 
ture of the work. 

For the general office areas, lighting is uniform- 
ly distributed to satisfy all possible desk and file 
locations. The interior areas of the office are 
solely dependent upon artificial illumination, since 
the outside window wall areas are partly devoted 
to private offices. In this way it has been possible 
to make the most efficient utilization of all floor 
areas. 

The lighting application for the different pri- 
vate offices varies somewhat because of the small 
size of the space and the specific arrangement of 
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furniture. In every case, however, lighting is ar- 
ranged in relation to the location of the desks 
and other specific work points. 

Luminous ceiling type fixtures are used in the 
board room and several of the private offices, as 
revealed in some of the photographs. This type 
of lighting is ideal and has much to recommend it 
even where desk locations are indeterminate, as 
flexibility can be obtained by separate switching 
of individual units or grouping of units. 

The ceiling lighting fixture in the board room is 
8 feet wide by 16 feet long and is covered with a 
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translucent glass bottom, mounted flush with the 
ceiling. It has an intensity of 25-, 35-, and 55- 
foot candles (switch control). This is supple- 
mented with indirect cove lighting for general il- 
lumination running around the border of the 
room at the intersection of the wall and ceiling 
and forming a transition cornice for wall and ceil- 
ing. 

The merchandising display rooms are illumi- 
nated with spots and over-all general area light- 
ing. Since the primary purpose in display light-. 
ing is to enable clients to see the merchandise 


11. Office of the chairman of the board of directors. A view 
of the office of the president (No. 10 on the floor plan shown with 
this article) is reproduced on the cover of this issue. 
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well, this type of lighting is designed with dye 
consideration of the factors that govern visibility, 
Freedom from harsh shadows and from excessive 
brightness contrasts is secured by proper distrj. 
bution and control of the light. 

With the constant improvement of partitioning 
materials, both in quality and character, the 
proper selection of the type, with color and tex. 
ture to suit the specific requirements of the client, 
came in for very careful study. 

Movable steel partitions of various combina- 
tions were employed in the general office areas, 
private offices, and other areas where flexibility 
for speedy office re-arrangement is expedient. The 
partitions are so designed that they fit into pre. 
established modules of space. The panels are of 
such a width that various combinations and ar- 
rangements can be made should the present par- 
titions be re-located. These steel-faced partitions 
are grained to simulate bleached walnut, are 
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13 (left) and 16 (below). In typical executive offices pictured 
here, interiors and detail show determination to achieve clean 
visual planes and surfaces. In construction and arrangement 
there is close similarity. No. 16 shows private office enclosed 
with movable partitions. Inner wall on corridor facing general 
office area is combination of steel, and translucent and clear 
glass. Dividing partition between offices along window wall is 
solid from floor to ceiling. All the steel partitions are grained 
bleached walnut finish. 
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12. In the office of the vice-president. 
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strong and easy to maintain, and completely sal 
vageable. 

Masonry partitions are used in the space en 
closing the executive office group, semi-public cor- 
* ridors, reception lounge, and the exhibit and dis- 
play rooms. In these enclosures the walls are 
finished with special treatments. 

The sound conditioning program included the 
use of acoustical treatment throughout the entire 
floor, including the board room and some of the 
' executive offices. 

Acoustical tile of a high absorption value was 
' attached to the suspended ceiling. In addition to 
providing tangible benefit from the standpoint of 
reducing the collective noise volume, the tile aids 


‘] 


The two pictures at the right give some idea of types of partitions 
used in the Burlington Mills offices. In the upper picture, the 
partition is a combination of steel and translucent glass to door 
height, on which is superimposed clear glass; both glasses to 
emit light. The obscure glass adds privacy to the office and the 
clear affords office workers in the inner space a glimpse of the 
outdoors. The lower photograph shows an internal office corri- 
dor with -a railing. 
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Lighting: The Frink Corp., Long Island City, N. Y.; 
Wiedenbach-Brown Co., New York; McPhilben Mfg. Co., 
New York; Broadway Maintenance Co., Long Island 
City, N. Y. 

urniture: Standard Furniture Co., Herkimer, N. Y.; 
Myrtle Desk Co., High Point, N. C.; W. & J. Sloane, 
New York; Schmeig & Kotzian, Inc., New York; Desks, 
Inc., New York; W. H. Gunlocke Chair Co., Wayland, 
N. Y.; Astra Bent Wood Furniture Co., New York. 

Air Conditioning: Carrier Corp., Syracuse, N. Y. 

Flooring (Asphalt & Rubber Tile): Hood Rubber 
Co., Watertown, Mass.; 

Ceiling Material: United States Gypsum Co., Chi- 
cago. 

Carpeting: Bigelow-Sanford Carpet Co., New York; 
Goodall Fabrics, Inc.. New York; C. H. Schmitt Co., 
Inc., New York; William Gold Co., New York. 

—" Partitions: E. F. Hauserman Co., Cleveland, 
io. 

Draperies: Goodall Fabrics, Inc., New York; Home 
Shoppes, Inc., New York; Barret Textile Co., New York. 

Paneling, doors, and cabinets: Juno Woodwork- 
ing Co., Maspeth, L. I., N. Y. 

Venetian Blinds: Air Deflector Co., New York. 

Mirrors and Herculite Doors: Contractors Glass 
Co., New York. 

Refrigerators and cabinets: General Electric Ap- 
pliance Corp., Bridgeport, Conn. 

Screen Partitions, Aluminum Frames: 
Glass Co., New York. 

General Contractor: James King & Sons, Inc., New 
York. 


Abbott 
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14. The quiet, dignified atmosphere of the board of directors’ 
room is reflected in this setting, devoid of any elements that may 
distract from the business at hand. Using plain materials, straight- 
forward construction, and uncomplicated plans, room was con- 
structed within simple rectangle. Lighting and air conditioning 
systems cleverly concealed, supplemented by acoustical treatment, 
give it feeling of spaciousness and comfort. Carved sculptured 
plaques will complement bleached walnut panel walls. 


materially in improving light output from sur- 
face-mounted fluorescent lighting fixtures, espe- 
cially since the fixtures used have glass-enclosed 
sides to give an additional spread of light across 
adjacent ceiling areas. Acoustical plaster witha 
special surface texture was used in the board 
room and private office ceilings to give required 
sound control, and to accentuate traditional de- 
sign motifs. 

Our study demonstrated that ceiling treatment 
was justified in all departments regardless of 
noise volume, not only as a means of reducing all 
irregular noises as much as possible, but to facili- 
tate the placement of office machines in locations 
most convenient to required work performance 
instead of grouping them together in more remote 
locations. 
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While acoustical treatment of interiors is obvi- 
ously the most practical method of reducing noise 
volume to a high degree, there are other ways of 
attacking the generation of noise at its source, 
one of the most important being the efficient plan- 
ning of work routine, which reduces to a mini- 
mum the amount of required walking about. 

The floor throughout with the exception of that 
in the main corridors and the executive office 
areas is covered with rubber tiling in colors that 
harmonize and blend into the partitions, office 
equipment, walls, and ceiling. This type of floor 
covering provides additional noise reduction. The 
executive and private offices are carpeted in va- 
rious colors, and these carpetings absorb a con- 
siderable amount of noise. To the alert-minded, 
noise-conscious planner, there are many other 
sound reduction improvements of an allied nature 
that can be discovered and put to work. 

After all the material on what we call the basic 
organization and personnel program had _ been 
gathered, tabulated, and analyzed, schematics 
were made incorporating all of the principal plan- 
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ning standards known in office work. Building 
restrictions which govern the utilization of space 
were investigated and satisfied in the course of 
negotiations. : 

Upon approval of the detailed office layout, 
lighting system layouts, types of partitions, elec- 
tric and telephone outlets, under-floor ducts, air 
conditioning, sound control, and the numerous ele- 
ments involved in carrying out the plan, working 
drawings and specifications were prepared to 
show the full extent of the building contractor's 
work involved. 

The working drawings outlined the location 
and quantity, and the specifications fully de- 
scribed the method of installation and the quality 
of the various materials to be used to complete the 
office layout. Insistent attention was given to 
budgets, estimates, and the letting of contracts, 
and from the date that demolition work was 
started on the floor, until 75 percent of the area 
was completed, just ninety days had been con- 
sumed. While boundary walls, floors and ceilings 
were being prepared, the movable steel partitions 


17. Typical general office view. Of high importance in planning 
large open office areas is space grouping in terms of present 
and future needs. Plan must permit simple traffic controls and 
easy, direct access to other administrative areas, as arranged 
for here. Lighting installations feature quality as well as quan- 
tity. Acoustical treatment isolates noise-creating activities. 
Air conditioning aids in creating optimum working conditions. 
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were being fabricated at the manufacturer's 
plant, which made possible the speed with which de force in contemporary 
this project was completed. Another sixty days 
was required to complete the quarters for occu 
paney. 


herent atmosphere. 


19. For employees who desire to bring their own appetizing delicacies, lunch room affords con- 
veniences and facilities of a modern kitchen. Setting is made more alluring by immaculate appear- 
ance. The ceiling is acoustically treated to condition environment for comfort and relaxation. 
Room not only stimulates appetite for home-made dishes, but forms ideal back-drop for noon-day 


social gathering of employees. 


OFFICE MANAGEMENT AND EQUIPMENT 


The assignment represents something of a tour 


achieving in a large corporation office smooth 
functioning, design simplicity, and a generally co- 


18. Telephone switchboard, 
Sound abatement is ong 
of basic elements involved 
in this area, and is fyl 
partner with correctly eq. 
gineered lighting in cop. 
ditioning the environment 
for physical comfort and 
efficient seeing. Telephone 
supervisor's desk in fore. 
ground is located where 
operations can be ob 
served without visual ob. 
struction. Advantages of 
air conditioning in cubi. 
cle of this size are re. 
flected in efficiency and 
dispatch with which com. 
munications are handled, 


directness toward 
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* THE Seminar, theme “Operation Economy,” 
opened with registration and welcoming remarks 
by Waldo Williams, of Aldens, Inc., president of 
the Office Management Association of Chicago, 
and Dr. Myron H. Umbreit, director, Chicago 
division, Northwestern University. 

There were more than 400 executives at the 
Seminar. Over-all attendance at the exhibit was 
29,500. 

The four Seminar session chairmen were Ken- 
aeth B. Willett, National Office Management As- 
sociation president, and vice-president, Hardware 
Mutuals, Stevens Point, Wis.; Hugh A. Wichert, 
Fairmont Foods Co., Omaha, Neb., NOMA first 
vice-president; W. Miller Bennett, Inland Con- 
tainer Corp., NOMA second vice-president; Harry 
L. Wylie, Pure Oil Co., Chicago, member of North- 
western University faculty; and Dr. Robert P. 


a ee 
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A total of 29,500 persons saw the exhibit. 


“Operation Economy” Popular Chicago Theme 


Seventh Annual Seminar of Office Management Association 
; of Chicago, at the Stevens, January 3lst-February 2nd 


Brecht, University of Pennsylvania. 

Banquet chairman was Waldo Williams, Aldens, 
Inc., Chicago, president, Office Management Asso- 
ciation of Chicago; and luncheon chairman, O. J. 
McMunn, Duquesne Light Co., Pittsburgh, chair- 
man of the board of NOMA. 


Customer is king 
*% “THE customer is king again,” said Robert 
W. Jackson, president of Aldens, Inc., in his talk 
on “Factors that Affect Progress.” 

“TI would like to emphasize here that profit is 
the result of business, and the cause,” said he. 
“The principle of doing the right thing at the right 
time is the common-sense road to profit. It spells 
efficient service, and efficient service economical- 
ly rendered will provide workers steady employ- 
ment at a fair wage, yield to owners a reason 
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able return on their investment, and render the 
public a service, thereby profiting everyone.” 

“Let’s start with the elementary principles of 
sound and successful management. To succeed, 
whether it be a one-man shop or a billion-dollar 
corporation, it must serve and supply a neces- 
sary service to each and all of the following: the 
customers, the employees, the public, the sources, 
the investors. 

“You will find every successful business does 
an outstanding job for each of the above and 
you will find the best profit-makers consistently 
perform the greatest service and give the great 
est values to their customers; they have the best 
employee and public relations; the best sources 
in the industry; and are financed by the best 
banks and investors in the country.” 


_ No depression 
% FIRST speaker of the Seminar was Dr. Alfred 
P. Haake, Mayor of Park Ridge, Ill., and eco- 
nomist consultant to General Motors Corp. Dr. 


Haake discussed “What Lies Ahead in Business.” 


“I do not believe business faces a depression 
in 1949,” he said. “There will be more adjust- 
ments. They will have the affect of postponing 
a real depression for several years more. In auto- 
mobiles, bonuses on used cars have disappeared. 
By mid-year it will not be difficult to get any 
kind of car.” 

“These adjustments are a healthy thing. There 
are many uncertainties in the business picture 
arising out of promises of the political campaign. 


Discussions went on at luncheon and banquet. 


ee 
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One is the Taft-Hartley Law. I believe Congres, 
will repeal it and keep some of the frills. Thi 
is not too happy a prospect for business. By 
something could happen almost over-night 
change the Truman program. 

“There is a very real degree of continued yp, 
certainty. A depression, whenever it comes, js 
in fact a sudden, and forced liquidation of a greg 
many business firms. A staggering of this pry. 
cess might postpone a depression indefinitely 
One of the things to watch is the relationship 
of short-term loans to total national income. } 
this becomes high at any time, there is a pogg. 
bility of a large part of national income being 
called upon for payment.” 

“Tn 1929, short-term loans amounted to 40% 
of national income. A year ago it was 15';. Now 
it is something more than 20. It is getting 
closer to the danger point.” 


Evolution, not revolution 
*% “CHANGES should be made by evolution and 
not by revolution,” said Charles O. Libby, head 
of the office methods staff, Tennessee Valley 
Authority, in his address. 

“Changes should be planned a long time in 
advance,” Mr. Libby said. “Studies on which 
changes are based should be made by working 
supervisors—the people who know and who must 
do. 

“The increase in paper work and clerical pay- 
rolls continues to demand specialized treatment, 
if there is to be cost reduction.” 
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One of the sessions. 


To illustrate the magnitude of the paper work 
alone involved in the development of the Tennes- 
see Valley Authority, Mr. Libby revealed that 
in its decade of operation 500,000,000 pieces of 
paper, 95,000 file drawers, 190,000 lineal feet of 
records have been created. 

Mr. Libby indicated that factors which will 
influence methods approaches in the 1950’s will 
be a better understanding of techniques, more 
active channels for the spread of information 
nationally and internationally, office planning on 
a more definite and continuing basis, and train- 
ing line employees in the philosophy of and in 
collaboration for methods analysis. 

Methods progress however must not overlook 
the human element, said Mr. Libby, quoting 
Brandeis’ “efficiency depends on consent.” Mr. 
Libby also pointed out that “ideas will not work 
unless you do.” 


Today's office 

* THE OFFICE OF TODAY is growing too big 
and too rapidly to manage by observation alone. 

That was the message of Arthur Porter, office 
manager of the Hood Rubber Co., Watertown, 
Mass., in his talk. During our life-time while 
factory workers in the country were increasing 
only 75%, office workers increased 346%, he 
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pointed out. With the growing tendency of gov- 
ernment agencies to demand more and more re- 
ports and statistics, it would seem that the end 
of this increase is far from being in sight. 

Mr. Porter went on to say that managers were 
too busy during the war years to be concerned 
with the clerical cost of running the office. Now 
“the honeymoon sleighride is over” and the office 
executive is looking for new and better controls 
to efficiently measure office operations, and tell 
him what he may expect in the way of volume, 
speed, accuracy and cost. 

“In the case of the office manager faced with 
the problem of additional work with no increase 
in the staff, I strongly recommend some type of 
incentive or bonus system,” Mr. Porter said. “A 
department with some workers on incentive (and 
others not) establishes a certain tempo and rhy- 
thm that cannot help but influence the non-in- 
centive worker.” 

Emphasizing the use of incentive pay, Mr. 
Porter went on to say “the average non-incentive 
office worker works at about 40 per cent of ef- 
ficiency. The practice of management in giving 
across-the-board increases to clerical workers, 
instead of the fairer percentage increases, has 
contributed, I believe, to the slowing down of the 

(To page 64) 
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In president's office, Central Hudson Gas & Electric Corp., Poughkeepsie, N. Y. 


Lighting Company Takes Own Prescription 


By Andrew Duane 


% WHEN the Central Hudson Gas & Electric 
Corp., of Poughkeepsie, N. Y., erected three new 
office buildings for itself some time ago, the light- 
ing in these buildings was designed to make every 
corner in the buildings usable and reduce occu- 
pational fatigue caused by eyestrain anywhere 
in the total working area. 

The company achievement in this direction 
helped win it a Merit Award at last year’s Inter- 
national Lighting Exposition and Conference. 
The photograph reproduced here has been selected 
from the company’s entry in the Exposition com- 
petition on “What Planned Lighting Can Do” as 
an example of what has been achieved in good 
office lighting. 

In the president’s office, where much time is 
spent in reviewing reports, plans, and other 
studies, and considerable time is also spent around 
the conference table, the company decided the 
general lighting should be soft in nature to give 
a feeling of restfulness, but that in the areas 
where intensive eye work is done a concentration 


of light is needed in order that seeing may be 
easy. 


42 OFFICE MANAGEMENT AND EQUIPMENT 


The fixtures used in this office were designed 
and manufactured by Litecontrol Corp., Water- 
town, Mass., in accordance with specifications 
furnished by the Central Hudson Gas & Electric 
Corp. They embody a number of new mechani- 
cal features. 


LIGHTING EXPOSITION COMING 


% One of the shows of the year for all interested 
in the layout and equipment of the office will be 
the Third International Lighting Exposition and Con- 
ference, sponsored by the industrial and commer- 
cial lighting equipment section of the National 
Electrical Manufacturers Association to take place 
March 29th through April Ist at the Stevens Hotel, 
Chicago. 

According to G. T. Morrow, chairman of the 
exposition operating committee, the number of 
exhibitors and the attendance are expected to 
reach new peaks. Keeping in mind the Exposition 
theme, "New Light on Planned Lighting," exhibitors 
are planning to display the latest developments in 
lighting equipment and techniques. Many of these 
products will have their first showing at the Expo- 
sition. 
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ABOVE: 

COMBINING BEAUTY AND UTILITY, a new table cool-air 
circulator is announced by Howard Industries, Inc., 209 West 
Jackson Blvd., Chicago. Called the Modette Pulsaire, this new 
unit employs the latest aerodynamic principles. Powered by a 
silent, 1/15 H.P. EMC motor, AC,:1i5-volt, it is 18 inches high, 
with a top diameter of 18 inches. Also has a 12 inch, three- 
blade Torrington-type fan. Model B-5, shown, comes in blonde 
bleached mahogany, has a glass top, and is priced as $54.95 
including tax. 


ABOVE: 


AN INK ECONOMIZER, designed to be used on any duplicating 
machines, is simply inserted on the drum over the regular ink 
pad. Economizer controls the degree of ink used. Light, medium, 
or heavy inking of stencil copies may be produced by varying 


the number of Economizers inserted. Made from wet-strength 
Paper, the Economizer controls ink flow, prevents blurs and 
smudges, even with climatic interferences. From the American 


Stencil Mfg. Co., 2714 Walnut St., Denver. 
March, 1949 


ABOVE: 


GRAY MAGIC is the name of this newest office typewriter pro- 
duced by the Royal Typewriter Co., Inc., 2 Park Ave., New York. 
The model introduces non-glare Finger-Flow keys which are flat 
in front and have a concave surface, exactly shaped to fit the 
finger. Another change in this model is a removable cylinder 
which lifts out easily with thumb and finger of one hand for clean- 
ing cylinder and feed rolls, and for changing in cases of special 
platen substitutions. Other improvements include a non-slip 
paper feed, and a newiy desiqned space lever. 


ABOVE: 


COMPTOMETER DESK manufactured by the Gunn Furniture 
Co., 525 Ann, N.W., Grand Rapids, Mich., is made with a full- 
sized top, 58 x 32 inches. At the right of the occupant's position, 
the desk top is depressed about four inches to provide a resting 
platform for the calculating machine. Drawers are interchange- 
able throughout, equipped with instantly adjustable partitions, 
and treated with Gunn's Permafit moisture-proofing process. Fin- 
ished in natural comb-grain oak, or combination walnut. Desk rests 
on Levelmatic supports, which automatically compensate for un- 
even floor surfaces. 
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BELOW: 


NEW ILLUMINATED DRAWING BOARD, designed to simplify 
tracing of illustrations, lettering, and designing of ruled forms on 
stencil sheets, has been announced by A. B. Dick Co., 720 West 
Jackson Blvd., Chicago. The model 5 is recommended for pre- 
cision drawing, lettering and forms. New, movable, calibrated 
vertical and horizontal ruling edges which give drafting table 
precision, facilitate simultaneous design and stencilization of forms, 
graphs and charts. Other new features incorporated in this 
model are fluorescent lighting, new type stencil clamps and new 
slot type positioning for the stencil. The Tiltoscope base, a 
matal, pedestal-type base with swivel top action is available for 
use with the model for sit-down operation. When this base is 
used the drawing board may be tilted to any convenient working 
position. Drawing instruments available are lettering guides, and 
screen plates in various sizes, styles and patterns. 


RIGHT: 


TYPEWRITER CARBON, trade-named Tara Thoroughbred, is 
the latest type produced by the American Carbon Paper Corp. 
1313 West Lake St., Chicago. The paper features cleanliness of 
comparative density of write. It is claimed that it will yield 
clear, black impressions on the finest papers, without smudges or 


roller marks. The company also manufactures a comp 
pencil and billing machine carbons, as well as speci 
carbons. 
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LEFT: 


"SCOTCH" EDGER for applying protective edges to blueprints, 
posters, maps, drawings, and other items introduced by Minnesota 
Mining and Mfg. Co., St. Paul. The edger also applies tape to 
reinforce the fold in sheet music and records, and to bind single 
pages together in the form of a folder, and either half-inch or 
three-eighths-inch wide tape can be used. Other features include 
lighter weight, sturdier construction of sand cast aluminum, per- 
manently lubricated bearings, and automatic self-adjustment for 
different thicknesses of paper up to 1|/16th of an inch. White 
"Scotch" Edging tape No. 750, designed with a special adhesive 
to prevent oozing at the edges of the tape, permits taped sheets 
to be filed without sticking together, the producer reported. 


BELOW: 


COPY-RITE liquid duplicator, produced by the Wolber Dupli- 
cator & Supply Co., 1201 Cortland St., Chicago, is said to repro. 
duce anything written, typed, or drawn on a single master sheet. { 
Copies are made from this sheet inserted on a drum, and up 
to 200 copies are obtainable from one master. Made of heavy 
gauge sheet steel, duplicator is 32!/2 inches high, with a top 
surface of 17 x 26 inches. Two pull-out shelves, one at each 
end of top, give a working space of 17 x 50 inches. Storage 
space is 16 inches deep x 26 inches wide x 29 inches high. Choice 
of qrey Hammerloid or black crinckle finishes. 
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BELOW: 

THE INSTRUMASTER is a new T-Square placed on the market 
by Instrumaster Industries, 2456-187 West Jackson Blvd., Chicago. 
The square is molded in one integral piece of transparent, shatter- 
proof plastic, features a double head making both sides equally 
ysable. Also has extended ribs which are protruded above and 
below, enabling square to be moved across working surface smooth- 
ly. Available in two blade lengths, 18 and 24 inches, priced at 
$1.65 and $1.80 respectively. 


‘ 
Pad 


ABOVE: 


FOR SPEED IN WRAPPING, L. Hyman & Sons, 102 Prince St., 
New York, offer the Nelson vertical paper cutter, which comes 
mounted on mahogany lacquered finish base. All metal, the cut- 
ters range in size from 9 to 36-inch diameters, and have jumbo 
blades and heavy parts. Standing upright, new rolls can easily 
be inserted, and because they provide their own counter-balance, 
it is not necessary to fasten the cutter to the counter. Full in- 
formation from the company. 


March, 1949 
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ABOVE: 


NEAR-SILENCE is said to be achieved with this pedestal type 
air circulator through the use of a scientifically designed pro- 
peller, molded of high-impact bakelite, perfectly balanced. Made 
by the Roto-Beam Co., 1755 North Keeler Ave., Chicago. Designed 
to move the air by induction, the Roto-Beam creates twin air 
beams, one a fast moving “tight” current, the other, a large, spiral- 
ly twisting flow. The differential in pressure between the twin air 
currents causes all the eir in the room to move. Because the Roto- 
Beam action is silent and provides draftless ventilation, the inventor 
states that the air circulator can be kept in use all the time. 
It uses no more current than most single electric light bulbs. 
The 52-watt micro-phase motor requires practically no main- 
tenance. The whole unit weighs less than 15 pounds. 


ABOVE: 


TH® SENTRY SAFE, produced by the Brush-Punnett Co., 545 
West Ave., Rochester, N. Y., has, among its many features, an 
insulation called Vermiculite, which is packed into the walls. It 
is said to be the greatest insulator ever discovered. The sate has 
heavy, all-welded construction, with a tight-fitting one-piece door 
equipped with recessed hinges, no screws or rivets. Also featured 
is the Sentry's embossed-in door dial ring which can never be 
moved to throw off the combination. Outside dimensions are 
24\/y x 17a x 17'/2 inches; inside 15 x 12 x 12/2 inches. Weighs 
225 pounds and comes in bronze Metalescent finish with chrome 
plated trim. 
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BELOW: 


FIRST PICTURE of the newest product of Eversharp, Inc., 1800 
Roscoe St., Chicago. It is the Eversharp, Jr., a pocket sphere 
point pen, not much longer than a cigarette, yet it opens to full 
size. Leakproof, with ink that "rolls on" dry, the pen comes in 
assorted colors and is retail priced at $1.50. 


ABOVE: 


AUTOMATIC COLLATING MACHINE designated the mode! 
F-100 Reproduction Collator, is from the Reproduction Products 
Co., 1714-20 North Damen Ave., Chicago. The new machine js 
claimed to solve the primary problems of collating through seem. 
ingly simple, basic design. Its working principal is best visualized 
as a vertically revolving wheel or drum composed of 50 bins or 
compartments into which duplicated sheets are fed automatically. 
Each compartment is of 100-sheet capacity and as each sheet js 
fed, the synchronized drum moves one position, automatically 
sorting the duplicated copies. In operation, the collator is said 
to be the fastest, fully automatic machine ever developed. It's 
sorting rate is given as 85 sheets per mmute, or 5100 per hour, 

and the machine is equipped with automatic stop, making it pos- 
sible to collate any predetermined number of books up to 50. 


oo 


RIGHT: 


IDEAL FOR SORTING and processing 8!/2 x II-inch sheets, is 
this sturdily constructed, 9-compartment cabinet from Wood Pro- 
cessors, Inc., 122 North Green St., Chicago. It is Tekwood-lined, 
has plastic name-plates, and felt pads on bottom. Compartments 
are 3 inches high, 8 9/16 inches wide, and II'/g inches deep. 
Overall size is 11 x 113 x 29 inches. Made of brown Spanish- 
grained Masonite, cabinet weighs 18 pounds and is retail priced 
at $12.50 each. 


LEFT: 


PERMANENT INK BLOTTER that makes the changing of paper 
unnecessary, is produced by the Blocaris Co., 755 Boylston St., 
Boston. The blotting area is made of an absorbent, stone-like 
composition, chemically treated, which is said to insure years of 
usefulness. The blotter needs no replacement of parts, for the 
surface need only be lightly brushed with sandpaper to keep it 
stain-free. Rocker shaped, with an attractive pastel green Ham- 
mertone finish, the blotter is about 5 inches long and 2!/2 inches 
wide. It will blot a page cleanly, right over previous ink stains, 
simply by a light dab or roll. Retail priced at $1.98 each. 
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BELOW: 
\MPROVED MICROFILM FILE CABINET announced by Yawman 
and Erbe Mfg. Co., Rochester, N. Y. The No. 8936R file is an 
ypright type and contains nine progressive roller suspension draw- 
ars having a total capacity of 100 lémm or 68 35mm film reels 
ser cabinet. A Humidiguide gauge, located in the face of the 
pottom film drawer, registers the relative humidity within the 
cabinet at all times. An especially porous humidifying brick, that 
needs to be wet-down only occasionally, is contained in a drawer 
peneath the bottom film drawer. Close proximity of the humidify- 
ng element with the gauge assures maximum moisture readings 
and helps users to avoid a too-moist condition which is now 
found to be more destructive to film than a too-dry atmosphere. 
available in both olive green and Neutra-Tone grey finishes, the 
-abinet is standard with white metal drawer pulls and label hold- 
ers, and may be had either with or without cabinet lock. Film 
drawers are partitioned to provide for 4 rows of film reels. Each 
sompartment has its own channel lever compressor. 
ABOVE: 
NEW BLUEPRINT CABINET, built of heavy gauge furniture 
steel, has been introduced by the Cole Steel Equipment Co., Inc., 
he model 285 Madison Ave., New York. The cabinet, useful for maps, paper 
Products stocks, plans, and other items, features smooth gliding drawers 
lachine js on ball-bearing rollers, and is equipped with a lift compressor 
igh seem. in the front of the drawer and a hood in the rear to prevent ma- 
visualized terial filed from curling, tearing, or creasing. The five-drawer 
bins or cabinet comes in olive green or Cole grey crinkle finish. Two 
matically sizes are available: one with inside drawer dimensions of 37 inches 
sheet js wide, 25 inches deep, and 2!/4 inches high; the larger one being 
matically 43 x 32 « 2'/4 inches, 
r is said 
ped. It's 
Der hour, 
3 it pos- 
D to 50, 
ABOVE: 
FULLY AUTOMATIC ELECTRIC ERASER from Automatic Pen- 
cil Sharpener Co., 1801 Eighteenth Ave., Rockford, Ill. The 
Apsco eraser automatically erases pencil, ink, or type, fine lines 
or solid blocks, with equal ease. It is quiet, efficient, and trouble- 
free, with no brush or commutator mechanism to clog or fail. 
Just pick it up and start erasing. There are no switches to move, 
for it is self-starting, and it stops automatically if too much pres- 
sure is applied. Designed with molded ribs for easy, non-slip 
grip, and carefully balanced palm-fit for effortless erasing. Ample 
power for any erasing need is available in an instant. Retails 
at $16.50. 
LEFT: 
SEVERAL MAJOR CHANGES mark the new Taa-O-Graph Junior 
for addressing tags and labels, manufactured by the Weber Ad- 
dressing Machine Co., Mt. Prospect, Ill. Newly designed spring 
clips permit instant changing of stencils. Both clips can be oper- 
ated with one hand while holding the item, and the handle has 
been lengthened and designed to fit the palm of the hand for 
easier, faster operation. The Tag-O-Graph Junior, containing an 
ink pad, prints through a stencil that is produced on a typewriter 
or written with a stylus. I+ prints on taas, labels, all types of 
paper, cartons, boxes or other containers and uses waterproof ink. 
: The price is $7.50, which includes a supply of 25 extra stencils 
“rs and a stylus. 
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ABOVE: 


TWO SMART ITEMS that have just been introduced, are the 
Glo-Rite pen and flashlight combination and pencil and flash- 
light combination. In each, a twist of the barrel lights the flash, 
and a reverse twist puts it out. The opposite end of one item is 
a smooth writing ball point pen with sufficient ink for a year of 
average use; on the other, a self-feeding lead pencil using stand- 
ard leads, with extra lead space in the barrel. Each item is com- 
plete with GE Midget Bulb and single cell battery. Matched 
in design, they can be merchandised as a unit. Immediate de- 
livery from Sterl-Art Novelty Co., 154 North Seventh St., Brook- 
lyn, N. Y. 


ABOVE: 


PEN-OUT is the name given to this new ink eradicator, manu- 
factured by the Invention Co., 150 Bennett Ave., New York. The 
kit contains a special pen with rustproof point, and one bottle 
of eradicator, since only the one solution is needed. There is no 
mixing of solutions. To remove words or numbers, simply dip the 
pen in solution, and “write out."' Rewriting can be done more 
easily because Pen-Out dries fast on standard inks. Kit retails 
for 35 cents, complete. 


ABOVE: 


A PHONE REST designed to fit anyone's shoulder, and easily 
adjustable to any telephone, is made by the Bert M. Morris Co., 
8651 West 3rd St., Los Angeles. Holder has a corrugated rubber 
surface which assures holding properly in place, leaving both 
hands free. Individually boxed, the holder is priced at $2.50 each. 
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ABOVE: 


CHECK CERTIFIER, model |, is a product of the Ajax Time 
Stamp Co., Inc., 368 Broadway, New York. Made of aluminum 
casting with brass moving parts, the Hercules is 6 x 7 x 12 inches, 
comes in a black wrinkle finish with nickel trim. In addition to 
printing on both sides of a check, and macerating, it has locking 
and magnifying features. This model is priced at $295. Other 
types range down to $175. 


% 


ABOVE: 


BUSINESS CARD FILER from the Recordplate Co., 16 East Holly 
St., Pasadena, Calif., permits instant reference to any business 
card. Pocket size, No. 7531, shown, is a trigger operated multo- 
ring loose leaf book, measuring 7 x 5 inches overall. Cover is 
sturdy imitation leather. Also included is a 26-piece alphabetical 
index featuring gold stamped black tabs on buff ledger. Also 
contains two packages of gummed tape. Book has a 125 card 
capacity. Priced at $2.60, with larger ringed books slightly higher. 


ABOVE: 

STEEL TRANSFER CASE with follower blocks and bases optional, 
is offered by M. E. Ehrman & Co., 30 North LaSalle St., Chicago. 
The units, which can be stacked, are made of heavy gauge steel 
and are available in an olive green baked enamel finish. The 
cases are also available in many sizes. Complete information can 
be obtained from the company. 


March, 1949 
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BELOW: 

ELECTRIC TIME CLOCK, an authentic Seth Thomas, is thin, 
and streamlined, is also self-starting. Model shown is the Man- 
ager-I2A, and comes in choice of bronze or chrome. Has a 
metal case with a deoth of | 11/16 inches; convex dial and hands; 
sweep second hand: current interruption indicator; over-all diameter 
of 15 inches. Packed singly, the approximate shipping weight is 
8 pounds. From Seth Thomas Clocks, a division of the General 
Time Instruments Corp., Thomaston, Conn. 


BELOW: 

PENCIL-LITE is a new combination flashlight and mechanical 
pencil created by the Brownie Mfg. Co., 195 William St., New 
York. Featuring what is claimed to be the world's smallest flash- 
light, combined with a guaranteed mechanical pencil, it is ready 
for instant use. Battery is only 1'/g inches long and 7/16 inches 
in diameter, end the entire unit, in gold-tone metal, retails at $1. 
Small enough for purse or pocket. 


RIGHT: 


a 


FORTY YEARS OF SERVICE to the B. F. Goodrich Co., Akron, 


y W. M. Bechler, assistant controller, were recognized at 


recent ceremony, at which Mr. Bechler was presented a 40-year 
service pin. John L. Collyer, company president, left, congratu- 
lates Mr. Bechler, center, while George W. Vaught, vice-president 


of the company, joins in the well-wishing. 


Ly ee eh 
7 a * * 


iat - 
-_ 


ABOVE: 

ARTIST'S CONCEPTION of the new $250,000 factory and gen- 
eral offices now under construction at Lawndale, Calif., for Amer- 
ican Latex Products Corp., fabricators and distributors of foam 
rubber products, including office seat cushions and upholstery. 


ABOVE: 

ONE OF TWO new Protectograph check writers, announced by 
the Todd Co., Rochester, New York, is this model 79 portable, 
electric machine. It includes locked contrel to prevent misuse 
of the check writer by unauthorized personnel, and a removable 
prefix die which imprints company's name and the dollar sign 
immediately before the amount. 


% 


— 
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LEFT: 


PHILIP D. WAGONER, chairman of the board and chief execu- 
tive of the Underwood Corp., One Park Ave., New York, received 
the honorary degree of Doctor of Engineering from his alma mater, 
Stevens Institute of Technology. Dr. Harvey N. Davis, Stevens presi 
dent, is shown making the presentation at their mid-winter com- 
mencement. Mr. Wagoner, when he was graduated from Stevens as 
a mechanical engineer in 1896, prepared a typewritten thesis, 
then a very unusual and perhaps intuitive act, for years later he 
became the chief executive of the firm which developed under 
his direction into the largest typewriter and accounting machine 
manufacturer in the world. In reading the citation, Dr. Davis 
referred to Mr. Wagoner as, ‘a distinguished example of the 
Stevens thesis that the highest executive positions in American 
industry can hest be filled by enaineers.” 


ABOVE: 


EXECUTIVE DESK, the Skyliner, is presented by the Orna Metal 
Products Co., 2412-F South Seventh St., St. Louis. Features in- 
clude a non-glare, grey Armstrong linoleum top, full 34 x 60 
inches; full size pull-out shelves in each pedestal; locking device 
controlled from center drawer; ball-bearing rollers; one-piece 
pedestal construction; adjustable glides permitting height adjust- 
ments from 29!/5 to 30!/2 inches; and multiple coats of baked 


ABOVE: 


ONE OF THE NEW MODELS from the Clarke Sanding Ma- 
chine Co., Muskegon, Mich., is the P-23 floor maintainer. Models 
feature interchangeable brushes and attachments which provide 
scrubbing, waxing, polishing, sanding, and shampooing facilities. 
Also featured in the machines are heavy-duty repulsion-induction 
motors, adjustable handles, low over-all height, and a safety switch 


enamel grey and office areen finishes. 


ee ees 
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which is controllable with either or both hands. Complete de- 
tails will he furnished from the company. 


50 


RIGHT: 
MASSACHUSETTS’ NEW GOVERNOR, Paul A. Dever, left, 


shown at his recent inauaural with his military aide, Colonel Ira 
Hamilburg, of Brookline, Mass. Life-long friends, these two men 
began their careers in the rubber industry. While Governor 
Dever switched to politics, the Colonel remained in his chosen 
field, serving as president of the Plymouth Rubber Co., of Can- 
ton, Mass. 
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STEEL DESKS 
by COLE 


We are pleased to present the new streamlined 
convertible steel desk units made by COLE, world 
famous for fine office equipment. The steel desk 
top is covered with linoleum and trimmed with a 


No. 126-102 : : : : 
Wi 2 eter te drower and safe fine aluminum edging. Smartly styled, they will 


"high, 56!/2” wide, 31” deep 
Srey or Green $143.50 


| Walnut or Mahogany $23.00 additional able in various combinations as illustrated on this 


add dignity to your office. These units are avail- 


. page. Some have the filing capacity of a regula- 
tion 4-drawer letter size filing cabinet, enabling the 
user to keep all his records at his finger tips. Others, 
have a safe on one side and 2 letter size drawers on 
the other, while some are equipped with 3 letter 
size filing drawers and a safe compartment under 
lock and key for books and valuable papers. The 
drawers have spring compressors and are equipped 
with precision built ball bearing suspension slides 


ame enabling them to float smoothly and quietly at the 
res in- 
Pas mere touch of the finger tips. The center desk drawer 
evice 
-pie No. T52-102 ilt-i tray for cli ns an ncils. 
vajed With 3 letter size drawers, | safe compartment has ws bu It 7 steel oo dinies inl samaiina d po s 
baked 31” high, 56!/2” wide, 31” deep 

| Gray or Green $136.50 

\ Walnut or Mahogany $23.00 additional 


No. 202728 


With 4 letter size drawers 
Typewriter desk height 26!/2” 
Gray or Green $122.50 


No. T2-1002 Walnut or Mahogany $23.00 additional 
With 4 letter filing drawers 

31” high, 56!/2” wide, 31” deep 

Gray or Green $139.00 

Walnut or Mahogany $23.00 additional Prices slightly higher in Zones 2 and 3 


FREE CUTS OR PHOTOGRAPHS OF THE ABOVE AVAILABLE ON REQUEST 


COLE : STEEL EQUIPMENT COMPANY 
pres Meigen -——. | = he m New “7 : 
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SANITARY BASES 


for all size files 


$3.10 


FOLLOW Blocg 


75¢ 


ADDITIONAL 
MADE FOR 
ANY SIZE 

FILE 


STURDY CONSTRUCTION — Prontos are built of 275-Ib. LOCATE YOUR RECORDS EASILY — No more need of | 
test corrugated fibre board and reinforced with steel on the fussing and fuming. With Pronto files you can get at all | 
shell and the four corners of the drawers. records just as easily as in your regular active files. 

SAVE FLOOR SPACE — Constructed so that they interlock BEAUTIFUL APPEARANCE — Pronto files are beautiful in 
into solid units and stack as high as the ceiling, saving appearance, finished in an attractive olive green. The steel 


valuable floor space. drawer front matches your regular active office files. 


SIZES AND PRICES 


Inside Dimensions FIBRE BOARD STEEL 
DRAWER FRONT DRAWER FRONT 
Suggested Uses 
‘ P File PRICE | File PRICE 

| Width Height Length No. Single Carton i No. Single Carton 

tletter Size 12% .. 10% ..24 | E210 .. $3.10. - $2.00 || 1210L . . $3.85 . . $3.75 

Letter Size mica Ta «2 Me. o Me E21i0S . 3.00. 2.90 1210S... 3.75... 3.65 

tlegal or Cap. = | 15% 10%. . 24 E510 3.758... 3.65 ISIOL.. 4.85. 4.75 

Invoices 10% 8% .. 24 E109 a0 +s Bae 1O9L. . 3.40. 3.30 

*2 Rows 8x5 Forms 10% .. 8% ..24 | £100 .. 3.05... 2.95 108L 3.65... 3.55 

*Invoices or 2 Rows 8x5, 10% .. 8% .. 18 | EI08M . 3.00.. 2.90 108M 3.60.. 3.50 

Freight Bills ; Pen aea> | 7 «« ae. 2.50 1971L 3.10. 3.00 

Checks _ 1. .. 4% ..24 E104... 2.65. 2.55 104L 3.40 . 3.30 

Drafts or Checks We .. We..24 , zee UF 2.00 1941L 2.60 . 2.50 

Drafts or Checks _ We... M%.. I8 E94M.. 2.05. 1.95 1941M 2.55 . 2.45 

5x8 Forms 8% .. 5%... 24 E85 « Babe 2.25 1851L 2.85 . 2.75 

Tabulating Cards , ee. eee E73 —*' 2 2.00 1731L 2.55 . 2.45 

*3x5 Cards (3 Rows) 16/7... 4g... 24 E64 » Bee 3.65 1645L 4.85. 4.75 

*4x6 Cards (2 Rows) ll eS ae E24 .. 2.75. 2.65 1245L 3.40 . 3.30 

*3x5 Cards (2 Rows) 10% .. 3%... 24 EI03 .. 2.65. 2.55 103L 3.35. 3.25 

Vouchers (Upright) Si, .. 10. . 24 E592 2.90 . 2.80 1592L 3.65 . 3.55 

tledger Sheets W/, oe «cae E9! 3.50 . 3.40 912L 4.25. 4.15 

tledger Sheets | 12% 124%, .. 18 E12 4.45 . 4.35 1212M . 5.80. 5.70 
*These numbers have removable divider partitions. {Packed 6 to a carton—all others 12 to a carton. Prontos Installed at the Underwood-Elliott Fisher Co. 


Prices 20% higher in Denver and west of the Rockies 


PRONTO FILE CORPORATION 
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A Commercial Controls equipped mail room. 


TOOLS OF THE OFFICE 


A Continuing Series Covering Available Types 


of Office Machines and Equipment 


NO. 3: MAIL ROOM EQUIPMENT 


Postage Meters 


Commercial Controls Corp., Rochester 2, N. Y. 

Model 88 Metered Mail Machine 

@ Machine complete with auxiliary envelope trays is 61” 
wide by 30” deep. All metal construction. Oilite bearings 
and capacitor start induction motor. Standard gray wrinkle 
finish. 

Has an all-metal sealer blade which places the correct 
amount of water on only the gummed surface of an en- 
velope flap, assuring perfect sealing. Blade can be easily 
removed for cleaning without use of tools. Positioning of the 
meter imprint on the envelope can be regulated so that the 
right edge of the meterstamp may be printed from approxi- 
mately 14” up to 144” from the right-hand edge of the en- 
velope. The control of the end margin is provided to give 
better balance to the meterstamp on envelopes of various 
lengths and with enclosures of varying thicknesses. Auto- 
matic inking assures neat, continuous impressions; light, me- 
dium or heavy as desired. 

Seals, prints meterstamp, town and date circle, and adver- 
tising message, counts and stacks envelopes, in one operation, 
Operated by an omni-denomination meter, capable of print- 
ing any denomination of postage from 2c to $9.9912. Six 
operating speeds permitting variable capacities from 7,000 to 
more than 10,000 envelopes per hour. 

Sensitive trip mechanism feeds thinnest air mail as well as 
mail 3” thick. 

Seals any size envelope flap including 344” depth. Will 
seal without stamping, stamp without sealing, or will seal 
and stamp mixed sealed and unsealed mail simultaneously. 

Has conveniently located levers for retiring the date and 
town circle on registered mail, eliminating the date from the 
circle on third class mail, and for printing “Sec. 562 P. L. & 
R.” on bulk mailing. 

It has a built-in tape printer which prints on gummed 
tape for use on over-weight mail or parcel post. The tape 
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may be delivered wet or dry and is cut off automatically 
after each impression. 

The meter assures positive postage control by recording 
total amount of postage used, total amount of postage re- 
maining in the meter, and number of pieces mailed. Has 
portable letter trays, special detachable rack and inside of 
machine cover for storage space. Large capacity receiving 
hopper insures unifoim stacking of all sizes of envelopes. 
Price: $735 plus tax, f.o.b. Rochester, N. Y. The meter which 
operates the machine is on a rental basis. Delivery: Imme- 
diate. 

(Turn to next page) 


TOOLS OF THE OFFICE—1949 SERIES 


January, No. |—Office safes, check handling machines, 
executive chairs. 


February, No. 2—Typewriters. copy-holders, time record- 
ers, wardrobes and lockers. 


March, No. 3—Mail room equipment. 


April, No. 4—Air circulators, fans, air conditioning installa- 
tions, water coolers. 

May, No. 5—Microfilm equipment, visible index units. 

June, No. 6—Staplers, pencil sharpeners, shelving, storage 
equipment. 

July, No. 7—Bookkeeping, accounting, and payroll machines 
& systems, floor covering. 

August, No. 8—Intercommunication devices, numbering 
machines. 

September, No. 9—Dictating machines, posture chairs. 

October, No. 10—Desk lamps, other portable lighting units, 
office lighting fixtures. 

November, No. |!—Duplicating & photocopying machines, 
file cabinets, transfer files. 

December, No. 12—Adding & calculating machines, execu- 
tive desks. 
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National Cash Register Co., Dayton 9, Ohio. 
Omni-Denomination Postage Machine, P-1924 (33)-Rp 

@ Dimensions 814” x 131” x 19”. Black crackle finish. Has 
two separate and independent totals. Upper total is contin- 
uous and visible. Lower total is set at a predetermined total 


Left: National Cash 
Register's Omni-De- 
nomination Postage 
Machine. 


and automatically locks when this amount of postage has 
been issued. This total is under lock and seal and cannot be 
released except by the Postmaster who has the key. Pri- 
marily arranged to issue postage labels for parcel post. These 
labels are pre-cancelled and show date of mailing, mailing 
zone, weight of package, amount of postage paid, serial num- 
ber, meter number, and post office. 

May be applied to other classes of mail by certain minor 
changes necessary to conform to U. S. Postal Regulations. 
Can be built so lower total will tie up at $200, $500, $1,000, 
$2,000, $5,000, and $10,000. A postage label is issued by de- 
pressing keys for amount of postage and motor bar. Rented 
—not sold. Rental $15 per month for first two vears; $12.50 
per month thereafter. Delivery: Six weeks. 


Pitney-Bowes’ Model RH postal meter. 


Pitney-Bowes, Inc., Stamford, Conn. 
Model RH Postal Meter. 
@ Body of the machine finished in grey wrinkle lacquer. All 


polished surfaces, satin finish, nickel plated. Stamps, seals, 
postmarks, and counts mail all in one operation as fast as an 
operator can feed. 

A “Postmark Advertisement” (optional and interchang- 
able) is printed at the same time. Machine seals envelopes 
of all standard sizes and provides postage for any kind, 
class or size of mail matter. Stamp selection levers operate 


i 


with finger-tip touch, allow printing of any amount of 
postage (42 cent to $1 in a single stamp). A touch of a lever 
at the right converts machine for imprinting meter Stamps on 
special gummed tape for parcel post or for envelopes too 
bulky to run through the machine. A control lever dis. 
penses tape either wet or dry. Designed for the small byg. 
ness or the branch office of large firms. Other ompj. 
denomination models, electrically operated and handling up 
to 10,000 letters an hour, are available. Brush type sealer for 
even distribution of moisture; positioning guide assures 
proper placement of meter stamp on envelopes; handy knob 
controls automatic delivery of stamps on gummed tape~ 
moistened or dry as desired. 


Letter Openers 


Bircher Co., 192 Mili St., Rochester, N. Y. 
Lightning Letter Opener, A-7 
@ One of six different models. Entirely automatic Manv- 


facturer claims can open 300 letter per minute. Has micro. 
meter adjustment for cutting light and heavy mail. Price 


Bircher Co.'s Lightning Letter Opener, Model A-7. 


$175 including transportation and federal excise tax. Delivery 
immediate. 

Other Lightning models are Model H, and H-2, priced at 
$110 and $65 respectively. Also Model A-9, a heavy duty 
high-speed machine for large mailrooms, priced at $250. 


Roto-Shear's mail opener. 


Roto-Shear Co., Div., Nation Wide Papers, Inc., Dallas, Tex. 
Roto-Shear Mail Opener 
@ Dimensions: 4%4” x 3” x 1542”. Base and cover aluminum 


Cutting \rotar and blade special hardened steel. Wrinkled 
(Turn to page 56) 


Efficient electric fans, air circulators, air conditioning 
units, and water coolers are the best forms of production 
insurance when the hot summer months come around. A 
broad listing of this vital summer auxiliary equipment will 


be carried in April MANAGEMENT'S "Tools of the Office.” 
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SEE HOW MUCH NATIONAL MECHANIZED ACCOUNTING CAN SAVE YOU! 


Mechanization, which has enabled industry to meet rising factory costs, is just as necessary to cut 
office costs. 


Concerns of every size and type report more work...better work...and savings rariging 
to 30%. often more! These savings, resulting from a combination of time- 
saving advantages found only in National Accounting Machines, often 
pay for the National installation in the first year! 


Ask your local National representative — a trained analyst — to 
study your present accounting set-up, and then tell you how much 


ACCOUNTING MACHINES 


saving you can reasonably expect. No cost or obligation, of course. “oe a 2 ’ 8 % _— 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHI 
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Metered Mail Systems 
Letter and Parcel Post Scales 
Letter Openers ¢ Envelope Sealers — 
Multipost Stamp Affixers 
Mailroom Tables, Sorting Racks and Cak 
Mail Bags and Mail Bag Holders 
gag Check-Endorsing and Cancelling } 


me 


. Rochester a ioe York 
heii Controls Canada Ltd., Toronto 1, Ontario a 


625 IDEAS 


TO SIMPLIFY, SPEED UP, IMPROVE YOUR 


OFFICE WORK 


Manual of Practical Office Short Cuts 


272 pages, 6x9, 102 illustrations 
$3.50 


Compiled from ideas sent in by members of the 
National Office Management Association 


Here are short-cuts that have proved successful—in improv- 
ing worker performance—in saving time—-in boosting com- 
pany profits. The book gives you: 

- 42 aids to better bookkeeping and accounting 
—— 38 ways to simplify your payroll procedures 

- 26 ideas for speeding up your typing operations 

- 17 techniques for handling different personal problems 

. - plus hundreds of other short-cut ideas covering filing, 
sorting, mailing, tabulating, billing, reports, requisitions, 
supplies, ete. 


Write for your copy of this handy, usefwl manual today. 


OFFICE MANAGEMENT & EQUIPMENT 
260 Fifth Avenue New York 1, N. Y. 
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(From page 54) 


finish in tobecco brown or office gray. Rotar cutter carried op 
oil-lite bushings—cutting blade self-sharpening due to spring 
tension. Hand operated. Opens 40 to 50 letters per minute 
Letters can also be opened on all sides with this machine 
List price 39.45 f.o.b. Dallas, Texas. Delivery: Immediate. 


———— Molded Products Corp., 8 E. 6th St., St. Paul, 


IMP Electric Mail Opener, Model C 
@ Dimensions 11” long, 12” wide, and 4” high. Light meta 
materials; weight 7 lbs.—portable. Chrome feed plate with 


Industrial Molded Products’ Model C. 


gray crinkle finish for housing. Aluminum housing. No 
belts, pulleys. Self-sharpening cutting knives operate from 
straight drive shaft. Machine is operated by self-action 
mercury switch with which each letter has but to make con- 
tact for complete opening operation. Knives are so con- 
structed as to eliminate cutting of contents or paper clips. 
Width of cut is adjustable. Machine is powered by AC-DC 
Universal motor. Price $67.50 f.o.b. St. Paul, plus Federal 
excise tax. Delivery: Immediate. 


Pitney-Bowes, Inc., Stamford, Conn. 
Model LH MailOpener 


@ Dimensions, 1614” long, 334” deep, and 234” high. Weighs 
7 lbs., 14 ozs. Aluminum alloy housing; cutting blade and 
shear plate of hardened steel, precision ground. Lever and 
feed plate are finished in satin nickel. Especially designed 
and priced for offices with relatively light incoming mail, or 
for executive offices and departments that open their own 
mail. Delivery: Immediate. 


Pitney-Bowes’ LH Mail Opener. 
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mati Addressing Machines POSTAL SCALES 


ANS 


to spring oo eel Co., 5508 Excelsior Ave., Minneapolis 16, 
r minute . - oye 
machine, the Mevtetas 8” x 10%" x 612”. Materials, all steel, welded st complete line of office mailing 
nediate, frame. Finished in baked enamel and nickel trim. Mechan- the mo | on the market today. 

ically simple machine of functional design. Addresses en- scales 50 Ibs. 
. Paul 1, velopes, postcards, statements, etc. from carbon impressions dels — Capacities 2 \bs. to 

typed on a long strip of paper tape. Tape will reprint each Four mo 


sht metal 
Shige Model 1546—List..... .$5.45 


A handy desk scale, case 
made of durable, heavy 
Lustron plastic. Capacity 
2 Ibs. by 1 ounce. Com- 
putes postage for air and 
first class mail, and for 


merchandise up to 2 Ibs. 
Large dial. Platform 2” x 3”. 


BE hii sites $10.50 


Parcel Post Scale. 
Capacity 50 Ibs. by 
2 ounces. Computes 
postage for merchan- 
dise up to 50 Ibs. 
for all postal zones. 
Dial 8’, glass covered. 
Platform 7” square. 
Dimensions overall 

8” x 72" x 10”. 
Packed one to a carton. 


Shipping weight, 81/2 Ibs. 1515 


=, Dimensions overall 51/2" x 
2%" x 612". Packed one 
| to a carton. Shipping 
weight, 11% Ibs. 
Model 1509 
ae $8.50 
The postal scale for 
average office use. Ca- 
pacity 5 Ibs. by 2 
ounce. Computes 
postage for airmail, 
Master Addresser Co.'s model. first class and mer- 
ng. No } chandise up to 4 Ibs. 
‘ . . Dial 61/2", gl di. 
“a from address up to 100 times. No stencils or plates are required. ? Platform i cau. 
-action Works on the same principle as the spirit duplicator. pres peae Sage were dil 
ike con- Manufacturer reports that it prints up to 20 different ad- to a carton. Shipping 
= rd dresses per minute. Price $30.47 including excise tax and | weight, 5 lbs. 
pee operating supplies for a 500 name mailing list. Delivery: | Model 1530 
F A Many dealers have machines in stock, says the manufacturer. List $8 50 
edera ees ‘ p . 5 % | fm Slot ..... . ' 
Deliveries from factory now running about two weeks. | Parcel Post Scale. Capac- 
| ity 25 lbs. by 1 ounce. 
Weber Addressing Machine Co., Mt. Prospect, Ill. | Computes postage for 
Model A Addressing Machine. merchandise up to 25 Ibs. 
@ Dimensions 10” x 11” x 10”. Has a 12” plywood base and | for all postal zones. 
Weighs 2 Se : : Pig hs | Dial 62", glass covered. 
balance of material is made up of steel and stainless steel. | Platform 51/2 square. 
ide and The machine is finished in a black crackle finish. Built x Oia x 9a", Packed 
ver and | sturdily of 22-gauge sheet steel and stainless steel, featuring one = _—_ Shipping 
lesigned simplicity of construction. There are only two spring ac- iiasies = 
mail, or} Model 1515 
ir own | 


Dealer advertising electros, mats or display cords available on 
request. One and two column plates 75 lines high. 
Consumer stuffer available for dealer use. Contains illustrati 


| 
| 

: and descriptions of four scales, also revised domestic postal rotes 
effective January 1, 1949. 


Model A of Weber Addressing Machine Co. | Order from your supply house 


tions in the entire operation of the machine, which allows HANSON SCALE COMPANY 
i se 4 


simplicity of operation and over a period of years requires 
little or no maintenance or service. Designed so that any 


525 North Ada Street, Chicago 22, Illinois — 
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person can operate the machine with just a few minutes of 
instruction. Compact and lightweight which makes it port- 
ible. The machine operates on a spir:t duplication princi- 
ple, reproducing addresses which have been typed on spe- 
cially designed tape used with dye impregnated carbon. 
500 names can be placed on 1 roll of Weber special address- 
ing paper. The mailing list can be prepared on any office 
typewriter. After being typed using Weber special dye im- 
pregnated carbon, each list is good for 100 addresses. The 
machine is designed to address any size envelope, postal 
card, self mailer, monthly statements, payroll envelopes, 
timecards, etc. Feeds of up to 1,500 pieces per hour can be 
obtained by the operator. The price of the machine is 
$47.50. This includes enough supplies for a 500 name list. 
Supplies for each additional 500 names is priced at $4.75. 
Delivery: Immediate. 

Have also the Tag-o-graph—small, hand-operated rocker 
type stencil duplicator. Price, $7.50. 


Chauncey Wing's Sons, Greenfield, Mass. 
Wing Aluminum Mailer 


® Hand operated labeling machine for paper strip 1 to 5” 
wide; Aluminum frame, bright metal, light and easy to han- 
dle. Fastest low price machine, $25 to $70. Immediate de- 
livery. 


The Wing Aluminum Mailer. 


Scales 
8-T Co., 277 Erie St., Milwaukee 2, Wisc. 
Mite, Models D-1649 (1 Ib.), & D-6449 (4 Ib. Parcel Post) 
@ Dimensions: both models 2%” x 444” base, 414” high. 
Made of 22 gauge stamped steel, other parts heavier. Alumi- 
num dial, machined perts, turned brass. Hammered finish, 


Left: B-T Co.'s Mite. 


Right: Commercial Con- 
trols’ Model 


OFFICE MANAGEMENT AND EQUIPMENT 


i , 


baked enamel. S:mplicity of design, construction strong ty 
maintain sensitivity. Spring counter balance type with dj. 
rect reading on vertical arc computing dial. Aluminum dias 
are replaceable (without tools) for future rate changes, Price 
both models: $2.50 (West Coast $2.75). Delivery: Immediate 
delivery from factory, “and stocked by over 2,000 stationery 
stores”—reports B-T Co. 


John Chatilion & Sons, 93 Cliff St., New York 7 
Mailing Scale, No. 026-L 


@ Capacity 2 lbs., by 1 oz. Dial 6°s” dia. glass covered shows 
postage rates for domestic, foreign and airmail letters, also 
for merchandise, circulars, books, catalogs and seeds. Weighs 
about 8 lbs. Platform suitable for letters or small packages 
(see cut). Black crinkle finish. Precis‘on spring mech- 
anism. Price $11. Delivery: Prompt. 


John Chatillon Sons’ 
Model 026-L Scale. 


Table Top Computing Parcel Post Scale, No. 25 
@ Capacity 20 lbs. by 1 oz. with rates for all zones. Weighs 
about 8 lbs. Price $11. Delivery: Prompt. 


Parcel Post Computing Scale No. US-1 
@ Capacity 70 lbs., with rates for all zones. Weighs 75 lbs. 
Price $123. Delivery: Prompt. 


Commercial Controls Corporation, Rochester 2, N. Y. 
Model 100 Letter Scales, 20 oz. and 3 Ib. capacity. 


@ Width 1414”, depth 8”, height 1014”, weight approximately 
13 lbs. Entire mechanism is enclosed in a one-piece housing 
of pressed steel. Wrinkle finish in standard two-tcne gray. 
Hairline, pendulum-type indicator extends across entire 
chart and lies close to surface, assuring quick, accurate read- 


100 Scale. 
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ing. Indicatcr is pivoted on agate bearing, making action 
positive and instantaneous. Shock absorber automatically 
adjusts itself to changing temperatures and arrests oscilla- 
tion. Spirit level permits simple adjustment to out-of-level 
working surfaces. Conven‘ent V-type platform holds en- 
yelopes and packages of any size or shape, including mailing 
tubes. Adjustable check link assures weighing accuracy 
regardless of position of load on platform. Fully automatic. 
Automatically indicates exact postage on first-class, air mail, 
third-class, air and surface parcel post by zones, and air 
mail rate for post and postal cards. Weights are shown in 
quarter ounce graduations for quick computation of postage 
to other countries. Price: The Model 100 Letter Scale, 20- 
ounce or 3-pound capacity, is priced at $92.50 f.o.b. Dayton. 
Ohio. Delivery: Immediate to 30 days. 


Model 970 Parcel Post Scale, 70 Ib. Cap. 

Dimensions: Width 18”, depth 1312”, height 13”. Platform 
1145” x 14”. Weight 60 lbs. Entire mechanism enclosed in 
one-piece, dust and moisture proof housing of pressed steel. 
Wrinkle finish in standard two-tone gray. 

Cylindrical chart is sutomatically illuminated when plat- 
form is depressed and chart-width magnifying lens makes 
figures easy to read. Automatically indicates postage com- 
putations for all domestic zones on surface and air parcel 
post, third class, and book rate, to the allowable limit of 70 
lbs. Double indicator wires, simulating rifle-sighting prin- 
ciple, enable operator of any height to spot correct weight 
quickly. Chart rotates to position and stops with minimum 
of oscillaticn bringing correct computation into view be- 
neath the indicator. Has shock-proof Iso-Elastic load-com- 
pensating springs for continued accuracy and to automatically 
compensate for complete range of temperature variations. 
Platform made of heavy steel with non-chip porcelain finish. 
Low and compact in design; can be counter-sunk to level of 
shipping room table. Has all-way spirit level and adjustable 
leveling feet. Special charts adapt it for use in other coun- 
tries. Price $215 f.o.b. Dayton. 


Detecto Scales, 540 Park Ave., Brooklyn 5, N. Y. 

Detecto Post-O-Meter, Model 4601 

@ Dimensions: Overall height, 1342”, base, 2115” x 18”. Plat- 
form area 1614” x 13”. Black Morocco finish. Drumtype 
scale, overhead platform permits weighing of large bulky 
packages without obstructing view of rate chart. Enclosed 
rate chart with patented key-board arrangement permitting 


No. 4601. 


Post-O-Meter, 


Detecto Scale's 
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only one zone rate to be visible at a time. Fast weighing. 
Principle of operation: combination lever with spring acti- 
vating device to rotate cylinder drum; placing package on 
the platform, press the zone key to disclose the proper rate 
of postage. Price $200. Delivery: Immediate. 

Detecto makes other types of mail room scales. 


Hanson Scale Co., 525 North Ada St., Chicago 

No. 1546 Postal Scale 

@ Dimensions 612” high x 54%” x 214”. Platform 2” x 3”. 
Capacity 2 lbs. by ounces. Color marbleized gray Lustron 
plastic case. Dial white w:th red figures indicating air, first 


Hanson Scale Co.'s 1546 Postal Scale. 


Ry 


class and merchandise postage rates. Black figures for pounds 


and ounces. Mechanism is suspended on a steel channel in- 
dependent of the case, making for high degree of accuracy 
Price, $5.45. Delivery: Immediate. 


Other Hanson models available are No. 1509, 5-lb. scale 


for average office use. Price, $8.50. Also Model 1530, 25-lb 
capacity parcel post scale; price, $8.50; and No. 1515, 50-lb 
capacity parcel post scale, price, $10.50. 


Howe Scale Co., Rutland, Vt. 
Model No. 5570—Parcel Post Computing Dial Scale 


@ Dimensions: Height, overall 3112”; height, platform to 


dial center line, 1812”; 


counter space required, 3112"; dial 


diameter outside, 16”; dial diameter at reading line, 12”. Tall 


column mode! also available. 


Made of cast iron, steel and 


aluminum, Finish: gray, baked-on wrinkled lacquer. Free 
swinging, non-binding platform; dependable lever system; 
all pivots machined-in and of specially hardened steel, prop- 
erly tempered to insure long l:fe; dial indicator moved by 
special Iso-Elastic chrome steel springs—a patented construc- 
tion which does not change with wide variations in tempera- 
ture or cause wear and fatigue from constant use; indicator 
shaft mounted on precision ball bearings for minimum wear 
and friction. Postage is calculated for all zones for weights 
up to 70 pounds with the zones being indicated on the indi- 
cating hand. Dial is direct reading. Delivery: From imme- 


diately available to 30 days. 
(Turn to next page) 


Tools for warm weather office production! 
Look them over in April MANAGEMENT. 
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(Mail Room Scales—Cont'd) 


Howe Scale Co.'s 5570. 


1.D.L. Mfg. & Sales Corp., 132 Lafayette St., New York 13 
No. 750 Springless Postal Scale 


@ Dimensions 6%” x 542” x 344”. 1 lb. capacity in 42 oz. in- 
crements. Fully constructed of metal. Platform and body 
have a silver baked-on wrinkle finish. Dial is lithographed 
in black and red on an ivory colored background. Indicator 
is a white line for easy reading. Completely closed in for 
protection against dust. Operates without springs, manufac- 
turer reports, by a new scientifically developed mechanism. 
Price $7.50. Delivery: Prompt. 


Pelouze Mfg. Co., 1218 Chicago Ave., Evanston, Ill. 
Model M-251-1 


@ Dimensions 8” wide by 534” deep and 912” high. Materials 
used are principally steel and brass. The finish is neutral 


M-251-1. 


Right: Triner 


tone of gray Metalite to harmonize with finishes used in 
modern office furniture and equipment. Capacity is 25 lbs. 
by ounces. Dial 7” dia. All readings made on horizontal 
plane. Dial can be quickly changed in event of postal rate 
changes. Bold black figures against clear silver background 
fired on back of glass face; cannot be soiled or marred. 
Other models available. 


Pitney-Bowes, Inc., Stamford, Conn. 
All Purpose Mailing Scale 


@ Platform 9” x 10”. Capacity 3 lbs. in 15 oz. increments. 
Finished in gray wrinkle and stainless steel. Automatic 


60 


Right: Toledo Scale Co.'s 3659. 


Left: Pelouze Mfg.'s 


less Aumotatic Parcel Post Scale. 


Le 


pendulum action, easy-to-read chart with 3/16” graduations 
Delivery: Prompt. 


oe 


Pitney-Bowes' All-Purpose mailing Scale. 


Toledo Scale Co., Toledo 12, Ohio 

Model 3659 Parcel Post and Express Scale 

@ Dimensions: Height 1414”; base 1734” x 1414”; platter 17” 
x 11”. Scale housing is of steel. Chart is aluminum. Black 
enamel finish. Internal illumination of chart. Hydraulic 


Model 


Co.'s Peer- 
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dashpot reduces chart oscillation. Aluminum chart has com- 
putations printed in two colors for easy readability. Toledo 
full floating industrial type pendulum mechanism. Auto- 
matically indicates weight and postage charges to all zones 
for both Air Parcel Post and Surface Parcel Post—to 70 
pounds. Delivery: Immediately. 


Triner Scale & Mfg. Co., 2714 W. 21st St., Chicago 8 
Peerless Aufomatic Parcel Post Scale 


@ Fast operating parcel post scale up to 70 lbs. capacity. Eye- 
level dial reading is convenient; reduces fatigue. Bench- 
level loading platform eliminates 1:fting of parcels. Built for 
hard usage. Chart is easy to change any time there is a rate 
change. Delivery: Prompt. 


Sealing Equipment 
Bircher Co., 192 Mill St., Rochester, N. Y. 
Envelope Sealers, Models M and K 
@ Model M is electrically operated with a speed of 200 
envelopes per minute claimed for it. Envelopes are fed into 
a receiving hopper. Price $175. Model K is hand-operated, 
claimed capable of sealing 100 letters per minute. Price $120. 
Both machines seal envelopes of every standard type, and 
some of special design. Delivery: Immediate. 


Metal Specialties Mfg. Co., 3200 Carroll Ave., Chicago 24 
Star Sealing Machines, Model 5 


@ D:mensions 12” x 10” x 534”. Made of steel, finished in 
green enamel with nickel trim. Brass roller moistener. 


One of Metal Specialties’ Stars. 


Holds any width gummed tape up to 3”; takes rolls wound 
gummed side in or gummed side out. Adjustable tension 
plates hold the roll in place and apply the right pressure for 
smooth operation. Equipped w:th rustproof, unbreakable 
brass water cup. Price $6. Delivery: Immediate. 

Two other models (6 and 20) made by this company 
Model 20 for tape up to 114” in width, price $3.25; model 6, 
with brush moistener, price $8.50. Both models available. 


Standard Duplicating Machines Corp., Everett 49, Mass. 
Envelope Sealers—Various Models 


@ Available in three models, the G, the R and the “Junior 
Sealer.” G and R models automatically feed and stack en- 
velopes at the rate of 200 per minute. On the Standard 
Model G, hand operated, envelopes move into the receiving 
hopper with the turn of a crank. On the Standard Electric 
Model R, everything is automatic. The G and R, take en- 
velopes up to 7” in width and any length. The “Junior 
Sealer” handles any size envelope. 

Vacuum above water level in reservoir, capillary action 
of metal passage and the surface tension of the water at the 
slot combine to overcome gravity and hold the water from 
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Standard Duplicating Machine Corp.'s Model G sealer. 


flowing out of the slot. The envelope flap passing over the 
slot creates suction which draws just the right amount of 
water from the reservoir to moisten the entire flap—thus 
assuring proper sealing of every envelope. The contact plate 
brings every portion of the gummed flap in contact with the 
moistening slot. The Standard Envelope Sealers G and R 
are designed to seal envelopes by means of self-sealing stack 
without application of mechanical pressure. This patented 
feature is exclusive to the Standard. It prevents the squeez- 
ing out of surplus water; gumming of mechanism; dislocation 
of flap; injury to mail matter comprising irregular or uneven 
contents such as samples, paper clipped enclosures, etc. 
Standard Envelope Sealers range in price from $15 to $157 
depending upon the model and geographical location of pur- 
chaser and are available for immediate delivery. 


Tables and Shelving 


All-Purpose Metal Products Co., Rochester, N. Y. 
Model TR-64 “All Purpose" Traveling Rack 
@ Dimensions: Height 64”; width 24”; depth 24”. All steel 


construction, with two stationary and two swivel casters. Al) 


All-Purpose Metal Products Co.'s Flexishelf. 
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ee 
swivel casters furnished at slight extra cost. Standard office back at a height of 12”. Cabinet contains full width draw, 
grey, baked enamel. Ruggedly constructed of steel, with 312” high and storage space with double doors. Interior hy 
| supporting members securely bolted. Used for transporting one shelf 12” from the bottom and set back 7” from the frog 
printed matter and mail from station to station in shops and Classifying Rack: Width 17”, depth 1144”, height 4%”, p. 
| mailrooms. Capacity: 28,000 No. 10 envelopes. Price with viders for use with the rack are 1144” deep by 314” high ay 
two stationary and two swivel casters $38 without trays; are adjustable on 1” centers. Mailbag Holders: Adjustablejy 
price with all swivel casters $39.50 without trays. Immediate height from 36” to 40”. Occupies 1842” x 1842” floor spage 
delivery. Mailbags: Complete assortment of sizes and styles. 
Mailroom Furniture is of all metal construction. Top of 
a Model FR-60 "All Purpose" Floor Rack table and cabinet are oil-tempered Presdwood. Metal furgj. 
ss @ Height 5 ft.; width 2 ft., and depth 2 ft. All steel construc- ture is finished in standard wrinkled gray. Mailbag Holde 
tion. Standard office grey, baked enamel. Ruggedly con- is made of %” tubular stzel. Prices: Sorting Rack: $9. 
structed of steel, with supporting members securely bolted. shelves with label holders in lots of 18, $28.60. Mailroom 
Short time storage. or temporary stop in “flow-of-work” Table: $78; Utility Cabinet: $118; Classifying Rack: $1, 
mailing systems. Price: $19.25 without trays. Immediate de- Mailbag Holder: $18.50. Above prices are f.o.b. Rochester 


livery. | ae 

This company also makes the All Purpose single and dou- 
ble table with whirling racks in many sizes from 21% ft. 
square to 8 ft. width x 3 ft. depth. All steel construction 
with table tops of masonite. Used for stuffing, collating and 
sorting operations in mailrooms. 


Sorting table by Interior Steel Equipment Co. 


Interior Stee! Equipment Co., 2352 E. 69th St., Cleveland 
Sorting Table 

Available in lengths of 4 ft., 5 ft.. 6 ft.. and 7 ft. They 
are 30” deep, and either 31” or 34” high. Constructed en- 
tirely of steel and finished in olive green enamel. Delivery: 
Approximately 30 days. 


Detecto Scales, Inc., 540 Park Ave., Brooklyn 5, N. Y. 
New Parcel Post Rate Drum (Surface & Air Rates 
The drum is for use in Detecto Scales and carries the 149 
Parcel Post rates. Surface rates are lithographed on the 
drum in black, with Air rates in red, for quick, easy reading. 
Flexishelf 


An All-Purpose Metal Products Co. floor rack. 


A filing and mailing cabinet. Made from rolled steel, spot Detecto Scales’ ; “— 
welded, and finished in baked office gray. Knock-outs at ee ee 
the side permit cabinet to be banked in sections. Cabinet is 
30” high, 1314” deep, and 11” wide. Shelves are 131%” long, 
and 9” wide; shelf rails are *4” high. Each shelf is fitted 
with an adjustable back stop which can be positioned to 
give shelf depths of from 6” to 13”. Suitable for inter-office 
mail sorting. 


Commercial Controls Corp., Rochester 2, N. Y. 

Mailroom Furniture and Auxiliary Mailroom Equipment 

@ Sorting Rack: Width 32%4”, depth 1314”, height front 30”, 
height back 3714”. Shelves for Sorting Rack are furnished 
with or without label holders and are adjustable on 1” cen- 
ters. Mai'’room Table: Width 65142”, depth 30”, height 28”. 
Utility Cabinet: Width 36”, depth 24”, height 37”. Shelf on 
top of cabinet is 8” deep, extending across full width at the 
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FUNDA TIS a 


GUARD AGAINST IT WITH GLOBE-WERNICKE 
**SAFEGUARD”’”’ FILING SYSTEM AND STEEL FILES! 


A vital paper missing may cause loss of time and money—may 
blank-out a meeting essential to your business. That’s why suc- 
cessful executives guard against misfiling and demand the nation- 
ally famous G/W ‘Safeguard’ System. For here’s a filing plan 
that provides a complete set of guides and folders arranged 
according to a clear, common-sense method— making filing and 
finding swift, easy, accurate. 

For superb efficiency, combine ‘‘Safeguard’’ filing with the 
smooth operation of G/W Steel Files. See your G/W dealer or 
write The Globe-Wernicke Co., Cincinnati 12, Ohio, for your 
Free Copy of the ‘‘Find-i-tis’’ booklet. 


*Pronounced FIND-I-TIS, and means inability to find what you file. 


B Globe -“Wernicke seein 


Bookcases 


boc Bia e EQUIPMENT AND SYSTEMS __ Stationers’ Supplies © 
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for binding 
@ CATALOGS 
@® MANUALS 
@ BULLETINS 
@ SALES 
DATA 


PROVIDES A FLAT READING SURFACE 
FOR FULL PAGE VISIBILITY ....... 


THE ap: jpLoc 


WITH THE 


"SELF-EXPANDING BACK" 


THAT CANNOT COME APART. 


An entirely new principle 
in expanding back binders. 
The patented slotted feature 
provides durability and 
automatic expansion. 


Sales and advertising 
literature can now have 
the benefit of full page 
visibility . . . PLUS the 
economy and good looks 
of the BAR-LOC BINDER. 
Available in both stock 
and Special sizes. 


Patent Pending 


FOR LITERATURE AND PRICES, WRITE TO 


The C. E. SHEPPARD Co. 


44-11 Twenty-First Street @ Long Istand City 1, N. Y. 


“Operation Economy" 
(From page 41) 


clerk who can see no sense of studying in Schoo! 
and working hard, only to have the factory 
worker earning more and receiving a!! benefit 
formerly given to salaried people.” 


No age limit for glamour 
% THE WOMAN of 40 can have as much bygj 
ness glamor as the girl of 20, Dr. Cylvia Sorkin, 
assistant professor of finance and commerce. 
Washington University, St. Louis, told the offic 
executives present. 

“There’s no age limit for business glamor, men 
tally or physically,” Dr. Sorkin said. 

“All older women need do is dress trimly, 
groom themselves with dignity, be interested and 
interesting, be quickly adaptable to changes, and 
possess a sense of humor. 

“Women lose business glamor quickly with age 
—which all too many unfortunately do—by be 
coming too casual in attitude and appearance, by 
resisting changes, by losing interest in living, 
and by developing that ‘settled’ look.” 

Just to prove her point Dr. Sorkin trotted out 
some models in the age brackets of 20 and 40, 
The effect was dramatic. 

Dr. Sorkin also sounded a warning to office 
men. 

“And you men, too, had better look to your 
own business glamor,” she cautioned. “Don’t be 
like caricatures. Don’t let your clothes be merely 
functional. Don’t be a mumbler. Develop a sense 
of color in dress. Don’t be sour-puss bosses.” 

Dr. Sorkin gave ten personality secrets. 

“Get along with others by not being snobbish, 
sarcastic, gossippy, egotistic, negative: make 
others feel important; control your temper; be 
a good conversationalist; be ambitious, be neat; 
be self-confident; have a sense of humor; smile, 
and be natural.” 


Into a tailspin? 
*% ‘ARE science and technology leading the peo 
ple of the Western World into a tailspin of de 
struction at their own hands?” 

This was the question that Dr. Dwyane Orton, 
director of education, International Business Ma 
chines Corp., propounded at the Seminar banquet. 

“There are prophets of doom in our midst who 
point to mechanized warfare and the supreme 
development of the atomic bomb as evidence that 
mankind has set out to destroy itself,’ Mr. Or- 
ton said. 

“However, this philosophy of doom must have 
no place in the life of democratic people if they 
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Carries a heavy load! 


Like a magic carpet, WW cbster’s Micrometric Make it a regular part of your office 
Carbon Paper gives secretaries a real lift. routine to call for Webster when you need 
They fly through their work with the any one of these high-quality products: | 
greatest of ease — thanks to Micrometric carbon papers and typewriter ribbons; 

the only carbon paper with a numbered —_ duplicating carbon papers and accessories; 
scale. Micrometric is helping secretaries ribbons and carbons for Elliott-Fisher, 


from coast to coast to turn out more Addressing, Adding and _ International 


evenly spaced letters and reports. Business Machines. Consult your nearest 
AsaP. A., you will find all F.S. Webster dealer or write to F. S. Webster Co., 
products are packed with extra values. 9 Amberst Street, Cambridge 42, Mass. 


WEBSTER’S 


MultiKopy 
Micrometric Carbon Papers | 
and Typewriter Ribbons 


Webster’s warehouses in key cities from coast to coast: 


New York, Philadelphia, Pittsburgh, Detroit, Chicago, San Francisco, Cambridge 
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are to give their best to the world in the Ame 
can century. 

“We must bring the forces of human engingg, 
ing into control of the power generated by my, 
terial engineering. Ingenuity controlled by jy 
manity can realize the neighborhood of map, 

“The awakened citizen who would live a jg, 
as well as make a living must understand thy 
science and technology are but the lengtheng 
shadow of man. 

“There must be a conscious civic action of 
scientists to achieve applications to human wel. 
fare of their discoveries. In all this, the fore } | 
of education is our greatest hope for cutting dow, 
the distance which lies between our achievements 
in the material realm and our lesser achievements 
in the world of human relations. “What man’s | 
mind can conceive, man’s character can control,” 


COMING EVENTS 


National Electrical Manufacturers Association. March 29th-April Is 
3rd International Lighting Exposition and Conference 
Stevens Hotel, Chicaac 
Society for the Advancement of Management April 2\st-22nd 
4th Annual Time & Study Methods Conference 
Hotel Statler, New York 


National Office Management Association May 23rd-25th 
Annual Office Equipment Exposition anc 30th 
International Conference 
Convention Hall, Philade!ph 
National Negro Insurance Association : June 21st-24th 


29th Annual Conventior 
Reynolds Hall, Philadelphia 


NOMA Area Conferences 
Business Education Seminar...... March 26th 


Business Show 5 Peaks : April |i th-13th 
Toronto, Canada 


AMA Conferences 


Marketing ‘ March 1 7th-18th 
; Hote Statler New York 
Bs WHY? Production April 1 4th-15th 
- r sture! | Hotel Statler, New York 
eS ¢ Look at he ie | Packaging May 10th-12th 
io Seated all day on a STURGIS Auditorium, Atlantic City ie: eal 
fw | 6th-271! ; 
a POSTURE CHAIR, she escapes “after- , ic tke tak on ca 
e noon letdown”. A Sturgis encourages | General nn. narkage oe June 8th-%h 
F . ° | ote tatler ew r 
rap erect, healthful, fatigue - defeating 
a posture. _ Albany NOMA Plans Exhibit of Equipment 
= The Albany, New York chapter of the National Office 
; Our interesting new booklet, ‘‘The [ Management Association will conduct an office equipment 
et High Cost of Sitting’’, tells you how | exhibit or business show on Apri! 6th to 8th, at the Wash- 


to improve office efficiency. Write 


ington Ave. Armory in Albany. The show is being sponsored 
today for your free copy. 


| 

as a service to business in the Capital district area, and great 
| interest was indicated by the results of a canvass of plants 
and business concerns, thus assuring a large potential audi- 
ence. Exhibitors are invited to write the chapter for infor- 
mation and application forms. 


Friden Names Domestic Saies Manager 

L. B. Taylor, Eastern division field manager for the 
Friden Calculating Machine Co., Inc., San Leandro, Calif, 
has been appointed domestic sales manager of the company, 
it was announced by John M. Lund, vice-president and gen- 
eral sales manager. Mr. Taylor will make his headquarters 
at 336 Madison Ave., New York. 


POSTURE CHAIR CO. 
Sturgis, Michigan 
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What Makes an 
Worth $25,000 


r 


we. 


- =) 


O: of the strange facts about busi- 


ness is that while almost every- 

body who works would like to 
make more money, the keenest compe- 
tition is for the low-pay jobs. Manage- 
ment has difficulty in filling the high- 
salaried executive jobs. 

Why? Simply because able execu- 
tives are so hard to find. Yet executives 
are the key men of business. Upon them 
depends the success of any enterprise. 
They mean the difference between profit 
and loss. They earn every dollar they 
are paid, and more. 

Today, with the great postwar ex- 
pansion in business and with the grow- 
ing complexities of business adminis- 
tration, qualified executives are more 
in demand than ever before. Here, 


Send for the FREE Booklet 
which answers this question. 


SEE COUPON BELOW 


truly, is today’s golden opportunity for 
ambitious individuals who have what 
it takes. 

Just what does it take? 

Funk & Wagnalls undertook to dis- 
cover the answer to this question. Lead- 
ing executives in many fields were 
called upon to supply the formula. Carl 
Heyel, authority on business manage- 
ment and an executive of Lehn & Fink 
Products Corporation, spearheaded the 
project, as editor-in-chief. Fifty out- 
standing executives co-operated. Now 
they present their knowledge and ex- 
perience in a systematic reading course 
—a course which any high-level exec- 
utive can read with profit, and which 
any up-and-coming junior executive 
will welcome with open arms. 


Now, to help business meet today’s urgent need for 
qualified executives, Funk & Wagnalls announces its new 


READING COURSE IN EXECUTIVE TECHNIQUE 


AMONG SUBJECTS COVERED 


HAT is it that makes an executive worth 
$25,000, and more? It is, first of all, a point 


Executive 


a Year? 


50 TOP EXECUTIVES 


Give You Their Working Methods 
Edited by CARL HEYEL 
Assistant to the President, 
Lehn & Fink Products Corporation 


Among the contributors: 
PAUL S. ACHILLES, Vice-Chairman of 
the Board of the Psychological Cor- 
poration 
F. A. DENZ, Administrator, Suggestion 
Plan, Remington Rand Inc. 
A. T. GARRETT, Training Director, 
Western Electric Company 
R. E. GILLMOR, Vice President, The 
Sperry Corporation 
MARION HARPER, JR., President, 
McCann-Erickson, Inc. 
EDWARD HEGARTY, Manager, Sales 
Training, Westinghouse Electric Cor- 
poration. 
HAROLD B. MAYNARD, President, Me- 
thods Engineering Council 
CHARLES P. McCORMICK, President and 
Chairman of Senior Board, McCormick 
& Company, Inc. 
JOHN W. OLIVER, Comptroller-Secre- 
tary and Director, The Linen Thread 
Co., Inc. 
CHARLES F. ROOS, President, The Eco- 
nometric Institute, Inc. 
THOMAS G. SPATES, Vice President for 
Personnel Administration, General 
Foods Corporation 
W. RULON WILLIAMSON, President, 
The Wyatt Company 


—— 


Management Problems 

Coordinating and Controlling 
Operations 

Manual of Organization 

Use of Statistics 

Job Analysis — Selection of 
Employees, Training, Com- 
pensation, Promotion 

Collective Bargaining 

Manufacture Control 

Inventory Control 

Reducing Costs 

Fundamentals of Distribution 

Development and Marketing 
of New Products 

Advertising—Sales Training 

Financial Control — Analysis 
of Statements 

Modern Office Management 

Efficient Purchasing Practice 

Plant-Community Relations 


MEMO TO 
PERSONNEL 
OFFICERS 


leading corporations have 
deemed it a good investment 
to subscribe to this reading 
course for junior executives 
spotted for advancement. 


of view. The executive must be able to see the 
picture as a whole—he must be able to penetrate 
the maze of detail that obscures the vision of 
others. 

It is, secondly, a matter of know-how. The 
executive must know the broad principles of 
business operation: organization, human rela- 
tions, manufacturing control, management. He 
must know the methods and practices that have 
proved profitable for other companies. With this 
background of knowledge, he is equipped to 
solve any problem of management that may arise. 
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FREE BOOKLET 


OUTLINES THE ESSENTIALS 
OF EXECUTIVE KNOW-HOW 


OU are invited to send for 
the FREE 42-page book- 
let entitled Modern Executive 
Technique by Carl Heyel. 
This book gives not only a 
complete outline of the Read- 


bet reteacticen 
MODERN EXECUTIVE ing Course, but indicates its 
gem scope and treatment. There is 


absolutely no cost, no obliga- 
tion. Simply mail the coupon 
or write. 
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“The kind of information given in this 
course will put any man in line for promo- 
tion—give any man an edge on competi- 
tion.” 


Professor ROSS G. WALKER of the Harvard 
Graduate School of Business Administra- 
tion says: “I believe you have made enor- 
mous progress in the conception and execu- 
tion of this new course. Although it has 
many merits, to me its outstanding one is its 
digestibility. So many, many otherwise 
worth-while contributions to management 
solutions are simply not usable in the form 
of their presentation.” 


l Funk & Wagnall Co., Dept. OM 349 
153 East 24th St., New York 10, N. Y. 


! Without cost or obligation to me, please 
| send me the Introductory Booklet out- 
1 lining in detail the Reading Course in 
, Fxecutive Technique. 

I Name 

I Address 

City Zone State 

1 Position 

i Company 
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KOH-I-NOOR 


The RIGHT pencil for the RIGHT job 


KOH-I-NOOR PENCIL COMPANY. INC.. BLOOMSBURY. NEW JERSEY 


.e) 
O 
oO 
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KOH-I-NOOR 


m0 


Baca Sel 7 
peer Wag ig 
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Be Sure You Are Well Stocked With ALL 17 Degrees 
KOH-I-NOOR 


KOH-I-NOOR 


paque (PerfectReproduction) 


k For 7/500 - 


AAs 
KOH-I-NOOR Ee 


and manufactured by the most modern type of machinery to 


meet the most exacting requirements. Uniform, accurate 
grading in all 17 degrees. Long Wearing. Unsurpassed 


Why KOH-I-NOOR? Because it's professionally designed, 
Breaking Strength.O 
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New York TSA Holds Meeting 

The Transcription Supervisors’ Association of Nes 
York held its regular monthly meeting at Whyte’s Restay, 
rant, New York, on February 14th. The speakers of « 
evening were John E. Thiele and Herbert T. Hedden, bes 
of the Prudential Life Insurance Co. The top:c chosen b 
the speakers was Effective Letter Writing. 

Both speakers have been engaged for many years jp dk. 
veloping methods for dictators and transcribers. They hy, 
had a large part in planning the extensive Correspondene, 
program that the Prudential has adopted and illustrated the, 
talk with pictures and slides. 

Mr. Thiele is a graduate of Princeton University and Ney 
Jersey Law School. He was formerly manager of Prude. 
tial’s transcription service division and is now in charge y 
the correspondence improvement section of the metho, 
division. 

Mr. Hedden, methods analyst, is especially well versed ; 
the problems of transcribers. Before being assigned to ty 
methods division, he was secretary to the vice-president j; 
charge of the financial and claim department. 

Miss Louise Green, of Remington Rand, gave a report 
the results obtained so far on the national survey on busines 
standards—Evaluating Vocational Business Competency, 


Rockefeller Grant for Records Study 
New York University has announced receipt of a gran; 
of $35,000 from the Rockefeller Foundation for a study of 
problems dealing with the preservation of business records 
to be undertaken by the National Records Managemen 
Council during the year beginning February Ist. 
The Rockefeller grant, according to Dr. Thomas C. Coch. 
ran, professor of history at the university’s Graduate School 
of Business Administration and president of the National 
Records Management Council, will be used by the Counc’] to 
provide more effective records management programs ip 
business, to provide experienced counsel and training to that 
end, and to assist in the establishment of company archives 
Records thus organized and available can then be best put to 
work through a professional history of the company, he | 
added. He urged that business executives with these types 
of problems call on the Counc!] for assistance. 

“We want to bring the business man, the records analyst, 
and the historian together,” said Dr. Cochran. “The experi- 
ence recorded in business records is as much a corporate 
asset as plant, equipment, and inventory. This asset must be 
put to work for business itself and for the American people 
through their intelligent understanding of the problems of 
business and the vital relationship of those problems to our 
national life. Business men who are willing and eager to 
cooperate with historians in the selective preservation and 
study of business records have had no agency to which they 
can turn for guidance.” | 

As one step toward the objectives of the Council, Dr. 
Cochran said, the Council and the NYU Graduate School of 
Business Administration are offering a new course in records 
management and archives administration during the spring 
semester. 

The Council has recently appointed three staff officers— 
Emmett J. Leahy, executive director; Joseph P. Brennen, 
associate director; and Robert A. Shiff, records management 
consultant and assistant to the executive director. 


Philippine Bonds on Forgery-Proof Paper 
Progress toward reconstruction of the war-ravaged 
Philippine Islands is reflected in an order for certificates for 
three Philippine bond issues being filled by the Todd Co. 
Rochester, New York, manufacturers of fraud-preventing 
checks and payroll and other disbursement systems. 

All the 35,000 certificates in the order are printed on 
Protod-Greenbac paper, which has defied efforts at altera- 
tion by some of the most skillful “check artists” in the 
country. 


~ ewer 
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N anionat ()rrice NM anacemenr Association 
1949 OFFICE EQUIPMENT EXPOSITION 
Philadelphia, Pa. — May 23-25 


SPACE 


100% SOLD! 
ee, 


1950 EXPOSITION — CLEVELAND, OHIO 
FLOOR PLANS AVAILABLE SUMMER, 1949 


NATIONAL OFFICE MANAGEMENT ASSOCIATION 12 E. Chelten Ave., Phila. 44, Pa. 
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TASSURES 
YOU INCREASED 


SERVICE AND VALUE 


re 


TYPEWRITER CARBON 


CARBON PAPERS 


BILLING CARBONS q 


FAN-FOLD CARBON PENCIL CARBONS 
CARBON JACKETS REGISTER ROLLS 


| ~ TYPEWRITER RIBBONS TABULATING RIBBONS - 


Addressograph RIBBONS TIME STAMP RIBBONS 
Bookkeeping Mach. Ribbons ADDING Mach. a 


HECTOGRAPH SUPPLIES 


HECTOGRAPH CARBONS MASTER UNITS = 


HECTOGRAPH RIBBONS 


DUPLICATING FLUID 


- Cleansing CREAM = dos 


Coclo-mec. C 


529 So. Franklin St. 
Chicago 7, Ill. 


401 Wood St. 


70 


CORP. 


270 Lafayette St. 


Pittsburgh 22, Pa. New York 12, N. Y. 
Factory: Coraopolis, Pa. 
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Program for |. A. S. A. Conference Shaping Up 

At the recent winter meeting of the Insurance Ac. 
counting & Statistical Assoc:ation board of directors and com, 
mittees, arrangements for the twenty-seventh inte €rnationg} 
conference of the organization, to be held at the Edgewaty, 
Beach Hotel, Chicago, May 19th-2lst were brought close ty 
completion. 

J. S. Pieringer, Jr., president of the association, wij] call 
the opening general session to order on Thursday morpj 
May 19th. The address of welcome will be made by Jame 
S. Kemper, chairman of board, Kemper Group, Chicago, Mp 
Kemper is one of the top casualty insurance executives jp 
the country. During his term as president of the Chambe 
of Commerce of the United States, he served as head of the 
United States delegation to the first Inter-American business 
conference in Montevideo. 

Edward F. O’Too!e, of New York, will speak on the sub. 
ject “Cost Accounting.” Formerly controller and head offig 
executive of two well-known life insurance companies, Mr 
O’Toole served dur:ng the war with the Army Service Forces, 
He was chicf management consultant in the Office of the 
Quartermaster General where he developed and executed 
the supervisors’ management program and trained many 
supervisors and analysts to apply management analysis prin. 
ciples. He wrote The Quartermaster Control Officers’ Hand- 
book, used throughout the A.S.F. and other government 
agencies. In recognition of his work, Mr. O’Toole received 
the second citation given by Secretary of War Stimson for 
exceptionally meritor‘ous civilian service in the Quarter- 
master Corps. Today he is a partner in the firm of Edward 
O'Toole & Associates, a group of former insurance company 
office executives who served in the ASF. 

Chase M. Smith will be the speaker at the first day lunch- 
eon. Many members will recall his interesting talk at the 
1947 conference. Mr. Smith is general counsel of the various 
companies comprising Kemper Insurance. Since 1945 he has 
been a member of the insurance all-industry committee 
which is working in co-operation with the National Associa- 
tion of Insurance Commissioners to solve the legal and prac- 
tical problems confronting the insurance industry today. 


Casualty and Fire Session 


The casualty and fire sections have arranged a combined 
session, with speakers, to discuss the “Combined Annual 
Statement” and "Regulation Number 30.” T. C. Morrill, 
deputy superintendent, New York Insurance Department, 
will give those attending the conference a “Progress Report 
on Regulation Number 30.” 

The life section has arranged an excellent program with 
separate sessions on subjects relating to the writing of or- 
dinary, industrial, and fraternal insurance. At a joint life 
session, committee reports will be given on “Uniform Ac- 
counting” and “Mortgage Loans.” A member of the Inter- 
national Business Machines Corp’s educational staff will 
speak on “Machine Room Supervis:on.” 

O. C. Moffatt, exhibit director of the Insurance Accounting 
& Statistical Association has already arranged with a long 
list of firms dealing with products used by insurance com- 
panies to exhibit at the conference. 


NNIA Convention June 21st-24th 
The 29th annual convention of the National Negro In- 

surance Association will be held in Reynolds Hall, 1412-26 
North Broad St., Philadelphia, June 21st through 24th, ac- 
cording to A. P. Bentley, secretary of the association. 

The NNIA is composed of 60 insurance companies located 
in every section of the United States. Among the anticipated 
attendance of between six and seven hundred people, there 
will be about 200 executives and junior officers of these 
member companies. Information can be had from Mr. Bent- 
ley at the association’s address, 1183 East Long St., Colum- 
bus, Ohio. 
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LETTERING GUIDES 


Only C-Thru modern engineering ap 
methods turned the trick. So simple $Q00 
to use that an amateur can operate 

these rigid, yet pliable transparent for a set of 
plastic guides on sight. Complete 6 Guides 


: alphabet, signs and numbers on each guide. 
Sizes 1/8”, 3/16", 1/4", 5/16", 3/8", 1/2". 


‘ 


Dh A complete line of other quality 


drawing, ruling and computing devices. 
) 


SEND FOR FREE CATALOG 
RULERS + TRIANGLES + NAVIGATIONAL INSTRUMENTS - STENCILS - PROTRACTORS - OTHER DEVICES 


CTA Ale ryneny 


HARTFORD, CcONR. 


Mu 


Sloane has 
unusual reductions 


MODERN 
EXECUTIVE 
OFFICE 
FURNITURE 


A EOD 


Designed in our own studios... made to 


strict Sloane quality specifications—in our 
own factory. Complete suites in amber-toned 
solid walnut banded in a darker wood tone. At 
very substantial reductions now due to 


the removal of our factory this spring. 


Office Furniture & Contract Division 


“*) SLOANE 


575 FIFTH AVENUE © NEW YORK CITY 
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A Chair that 
Really Spells... 
“LUXURY” 


Extra High Back 


Now Available in Hand Glazed 
Antique Decorators Leather 


“Taylor 


You'll want to try this chair in your own office. [Us luxuriously 
comfortable. Built in genuine walnut with deep pillow-spring 
cushion back for lasting comfort. Maintains the Taylor stand- 
ards of 133 years. 


Loose spring-filled cushion over a deep spring-filled platform. 
Cushion is upholstered in leather on one side and in matching 
Gros Point fabric on the other .. . utility and matched styling 
for year around use. 


Also made in No. 4802!, with conventional 


height of back. Matching guest chair is No. 
1802. 


TRY THIS LUXURY CHAIR IN YOUR 
OWN OFFICE. 


ee 


TheTaylor Chair Company 
ies i. 


sEDroRo, — Usa 


THE TAYLOR CHAIR COMPANY @ Bedford, Ohio 


Please send to me illustrated folders of TAYLOR CHAIRS, prices 
and where | may obtain. 


Name 

Address . ae 
City... State..... 
By : .... Position. 
72 
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New NOMA Chapter Forming 

Prel:minary efforts are under way in the formation o 
the Newark chapter of National Office Management Assogia. 
tion. Opening move was the initial organizing meeting helg 
at the Military Park Hotel in Newark on February 24th, ove, 
which B. W. Leonardson, Hardware Mutuals, presided q 
temporary chairman. 

A nominating committee for the selection of officers for the 
new chapter, which has the encouragement and the backing 
of the New York chapter of NOMA, is composed of My 
Leonardson, T. H. Nyman, Shaw-Walker Co.; John Malarek 
American Insurance Co.; Marry H. Allen, Mutual Benef; 
Life Insurance Co.; and Frederick F. Mullins, Ediphone (Cp 
A. J. McCrickard, Dictaphone Corp., area director for Ares 
13, NOMA, was present at the meeting. 

Another meeting is scheduled for March 24th at which 
time the new officers will be named. Formal recognition of 
the chapter is planned for some time during the national 
association convention which will take place in Philadelphia 
in May. 

News from IBM 

Edward E. Ford of Daytona Beach, Fla., was elected 
a director of International Business Machines Corp., New 
York. He is the son of the late A. Ward Ford, one of the 
founders of the company. Mr. Ford is also a director of the 
First Atlantic National Bank of Daytona Beach. 

The corporation also announced that Joseph T. Wilson, 
manager of the world trade division of IBM, New York, and 
vice-president of IBM Co. of Delaware, was elected president 
of the Argentine-American Chamber of Commerce at its or- 
ganization meeting in New York recently. Other officers 
elected were Leslie E. Freeman, R. A. Hummel! and Daniel 
A. del Rio, vice-presidents: Allen Northey Jones, treasurer; 
and P. E. Sibilia, secretary. 

Regional Managers Named By Underwood 

Ralph R. Briggs has been appointed regional manage: 
at the Salt Lake City regional office of Underwood Corp., ac- 
cording to a recent announcement made by W. F. Arnold 
vice-president and general sales manager at the firm’s head- 
quarters in New York. Mr. Briggs, who joined Underwood 
in 1940 in Lewiston, Idaho, was a sales representative in 
Spokane, Washington, prior to his present assignment. His 
headquarters are in Salt Lake City. 

G. C. Putnam has been appointed regional service man- 
ager at the Minneapolis regional office, according to W. H 
Shepler, general service manager, also in New York. Mr 
Putnam, who joined Underwood in 1935 as a typewriter sales 
representative, was the service manager at St. Paul prior to 
his present assignment. His headquarters are now in Min- 
neapolis. 

Monsanto Official Heads Drive 

The Controllers Institute of America has announced 
the appointment of Daniel M. Sheehan, vice-president of the 
Monsanto Chemical Co., St. Louis, to be chairman of its 
newly-created membership committee for the Controller- 
ship Foundation. Contributions to the latter, which is the 
research arm of the Institute, have been placed on a yearly 
dues basis, and a fund of $240,000 is being sought to under- 
write the Foundation’s projects for 1949. 

The Foundation conducts surveys and studies in the finan- 
cial management field. Its recent activities include a nation- 
wide analysis of stockholder reaction to annual reports and 
informative volume on Depreciation Policy when Price 
Levels Change. During the coming month it will issue a 
100,000-word volume entitled Controllership in Modern 
Management. 

Mr. Sheehan has been active in Institute affairs since 1940, 
and has served as a national director and vice-president of 
the organization, as well as president of its St. Louis con- 


trol. He has been a member of its advisory council since 
1946. 
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A 3001—Two letter size drawers, on 
Sanitary base. Equipped with plastic 
hardware. 16” deep—total height 304”. 
24.95. 

5 3002—-Combination of one letter size 
drawer and one storage compartment, 
on Sanitary base. Equipped with plastic 
hardware. 16” deep—total height 30%”. 
$24.95. 


DEALER AND DEPARTMENT STORES. 


A JUNIOR FILING SYSTEM 
A FOR EVERY BUSINESS NEED. 


C 3046—Two letter size drawers on 
Sanitary base (3001) 
4 x 6 (F3462) card cabinet. 16” deep 
—total height 36%”. $30.95. 


D 1600—Two door storage cabinet. 
equipped with lock. 24” wide—16” 
deep—36%4” high. $28.60. 


lus one double 


ON SALE AT YOUR LOCAL STATIONER—OFFICE FURNITURE 


NEW “FUTURA GRAY” | 


MATCH THEM 
BUILD-UP YOUR 
OWN UNITS 


IDEAL FOR 
BRANCH OFFICES 
SMALL OFFICES 
FIELD OFFICES 
SOLICITORS—SALESMEN 
HOME FILING 
INTER-DEPT. FILING 


Prices Higher on West Coast 


Ant Steel Sates Corp Riaras 


OF THESE TWO SENSATIONAL NEW 
OFFICE MACHINES IS JUST WHAT 
YOUR OFFICE HAS BEEN NEEDING @ 


New Copying Machine 
makes photo-like copies 


J : — e 
direct from originals! 
ERROR-PROOF FACSIMILES—singly or in quantity 


Make exact copies of records, 
figures, letters, agreements, 
press clippings, photos, im- 
portant papers—any matter 
that is written, typed, 
printed, drawn or photo- 
graphed—from originals 18° 
by 22” (newspaper page size) 
$6750 or smaller. Quick, ical 
—easily operated by anyone, 

Machine in subdued office light. Cuts 
Only _ typing, drafting, copying costs 
up to 80%. Eliminates check- 

ing—can’t make a mistake! 


Sold Separately! 


New Duplicating Machine 
prints 4 colors at once = 
60 copies per minute! 


Turns out FAST, MULTIPLE copies of bulletins, etc., 
at less than 3 cent each! 


Turn out bulletins, lists, office 
forms, postcards, publicity re- 
leases, charts, data sheets, 
etc.—in any size—postcard to 
844" x 14". It’s easy! Just 
type, write, or draw on a mas- 
ter sheet, using Speedliner 
carbons—slip in machine, and 
turn the handle! Anyone can 
run it. No ink, no stencils, no 
gelatin! No type, no electric 


ws = gl 
power, no clean-up! 


Only $7450 ——— with supply of car 


n master units, fluid, and 
Pius FederatTas 100 sheets of copy paper. 


DUPLICATOR 


S 


F PSPSPS SSSSSSSSSSSSSSSSSSSSSSSSe SSF eeooeeeenag 


> AMERICAN PHOTOCOPY EQUIPMENT COMPANY 4 
2849 N. Clark St., Dept. H39 ...., Chicago 14, Ill. ' 
MA IL COUPON Please send me your free literature Name and Title... .... 0... ceeeececcweenennes ‘ 
n 
For Free Literature Apeco Photoexact Copier 9 COMPERY. .. +++ -0ceerecesersencrseresasseees H 
Apeco Speedliner Duplicator 0) Address. . cc. ssccccccccccsccsesecssssscecs . 
OFFICES: CHICAGO, NEW YORK, 8 = Both City, Zone & Bale... secesveeess 4 


a ee | 


LOS ANGELES—ALL PRINCIPAL CITIES 
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~~ Yer gan metal, 
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osvith topper ar 
 ‘gunmetat HP-6 
sets. ‘s 


- +. the Sengbusch HP-6 Handi-pen has the utility 
and appearance that please both hard-boiled 
office managers and demanding executives. 


It appeals to busy executives—Smart and dignified HP-6 
Handi-pens make a big impression on all who see them. 
In addition to good looks, they offer smooth, efficient 
instantaneous writing service. 


Ideal for the entire office force—These efficient desk 
sets, with their effortless writing, save time and eliminate 
disturbing annoyances such as constant refilling, clogging, 
flooding. They are reasonably priced and find a sizeable 
market among quantity buyers. 


Has famous “Capillary Action” inking principle—The 
HP-6 holds 6-months’ supply of ink. Thanks to the 
scientific Sengbusch method of inking, there is no ink 
deterioration or waste; the last drop of ink in the con- 
tainer is as fresh as the first. 


For increased efficiency in your office, standardize on 
Sengbusch Handi-pen—the writing champion. Place your 
orders now. Write for circular P-47. 


Sengbusch Self-Closing Inkstand Co. 


193 Sengbusch Building Milwaukee 3, Wisconsin 


black, Copper, 
Deluxe watnet 


in gold or silver, 
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Steele Re-elected by Kee Lox 
At ihe annual meeting of the Kee Lox Sales Cor, 
held recently at Rochester, N. Y., George R. Steele was 
again elected to the presidency. 
CIA Conference Planned 
National leaders in the fields of labor, education ang 
industry will be the speakers at the Eastern Regional Con. 
ference of the Controllers Institute of America to be held 
in Boston, April lst and 2nd. They are Maurice J. Tobjn. 
Secretary of Labor; Dr. Leonard Carmichael, president of 
Tufts College; and L. A. Petersen, president of the Otis 
Elevator Company. 

The two-day conference will see controllers of leading 
companies in the eastern area of the United States gathered 
to discuss economic problems confronting large corporations 
today. The Boston Control of the Institute will be host of 
the conference, which will be held at the Statler Hotel. 
Form Control Device Announced 

Moore Business Forms, Inc., Niagara Falls, New York. 
has announced a new form-control device for use w:th In- 
ternational Business Machines’ Model 405 automatic car- 
riage-equipped electric accounting machine. It is the Moore 
Flexible Automatic Formaliner, approved by IBM. 

The new Formaliner differs from the firm’s previous models 
in that it eliminates the need for a spec:ally-adapted For- 
maliner for a specific job. The flexibility permits its use for 
all types of forms used over the IBM accounting machine, 
This model employs the proved principle of “straight-line” 
pull by moving the forms through the machine with pins 
which engage punched margins on one or both sides of the 
paper. Quick change from double to single tractor opera- 
tion can be obtained by moving aside the tractor not re- 
quired. 

Also incorporated is Moore’s patented Formaliner tractor, 
which gives six-pin control for forms punched only on one 
side and 12-p:n control for those punched on both sides. 
Another important feature of the new Moore device is the 
variable spacing adjustment. 

Installation is equally simple, and the device can be leased 
from the company. 

Fedders-Quigan Introduces New Coolers 

After seventeen years of experience in engineering 
and manufacturing water coolers for Cordley & Hayes, the 
Fedders-Quigan Corp., Buffalo, New York, is now market- 
ing its water cooler products under the brand name 
“Fedders,” according to a recent announcement by Edmund 
R. Walker, vice-president. 

Fedders-Quigan is now in production of nine different 
models of electric water coolers, which will be marketed 
through the company’s regular distribution channels, and 
Mr. Walker further stated that Fedders electric water coolers 
are now being made in both hermetic and open models of 
bottle and pressure-bubbler types. The company’s nation- 
wide service organization will also handle the servicing of 
its electric water coolers. 

NYU Offers Records Management Course 

A new course in Records Management and Archives 
Administration designed to train personnel in the impor- 
tance of the handling of business records, wi!l be offered 
during the Spring semester at New York University’s Grad- 
uate School of Business Administration, Dean G. Rowland 
Collins announced recently. 

Held under the joint auspices of the Graduate School of 
Business Administration and the National Records Manage- 
ment Council, the course will be taught by Emmett J. 
Leahy, executive director of the Council. Several guest lec- 
turers will also participate in the course. The first meeting 
of the course was held on Wednesday, Feb. 9th, from 7:25 
to 9:10 p.m. Registration is being held currently at the 
Graduate School, Business Administration, 90 Trinity Place, 
10:00 am. to 7:00 p.m. 
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DUPLISTICKER 
SYSTEM! 


Picture the savings in time and money if 
you have ready-addressed labels on hand at 
all times! A single master copy of your mail- 
ing list can reproduce 18,000 labels with this 
Duplisticker system! 


TYPE: 


Duplistickers come in 
gummed, perforated 
sheets to ht every type- 
writer—33 or 42 labels 
per sheet. Just place 
the Duplisticker sheet 
over the master for a 
guide to the perfora- 
tions—then type. 


DUPLICATE: 


Transfer the master 
copy to your duplicat- 
ing machine—liquid or 
gelatin type. Feed Du- 
plisticker sheets to ma- 
chine in usual manner. 
Duplistickers register 
with master copy. 


SEAL: 


You can address and 
seal self-mailers in 
one operation. Dupli- 
stickers are perfect for 
pamphlet mailings, 
newspapers, samples, 
regular envelopes and 
over-sized postcards 
and envelopes. 


789 25 sheets; 8,” x 14”; 1,050 labels... cee 758 

£442 500 sheets; 8Y” x 14”; 21,000 labels...... ccc $10 
2 pkgs. $9.25; 5 pkgs. $8.00 

25-33 500 sheets; 82” x 11°; 16,500 labels... ..... cece $8 


2 pkgs. $7.50; 5 pkgs. $6.50 


ORDER FROM 
YOUR STATIONER 


“THE NAME TO STICK WITH" 


EUREKA SPECIALTY PRINTING CO. Scranton, Pa. 
March, 1949 
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You don’t have to steal your office 
help from a side-show when you use 


These super-efficient, carbon-inter- 
leaved forms step up production, save 
time, by eliminating wasteful time- 
consuming hand operations! SNAP 
SETS are now being widely used by 
many of the nation’s largest business 
and industrial organizations. 


1, SNAP SETS are multiple 
forms, with one-time car- 
bons pre-inserted, glued 
into one unit for quick 
handling, perfect register. 

2. SNAP SETS are easy to 
separate. Slight pull at 
the bound edge releases 
all copies for distribution. 


3. SNAP SETS are available 
in almost any size, any 
number of leaves, cus- 
tom-designed to your 
needs. 


Write today for complete information and the 
name and address of the dealer In your area. 


AMERICAN BUSINESS SYSTEMS 


Manufacturers, Creators and Designers of Business Forms 
1229 BELMONT AVENUE, PHILADELPHIA 4, PA. 
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Get up to 600 letters per day 
with one typist! 


Sales promotion, delinquent account solicitation, 
routine, inquiry, reply, and stockholder letters as 
well as many others can be produced in quantity 
and made really effective with Robotyper. 


Investigate 


this modern 


equipment 


today. 


The typist inserts the sheet, types the salutation 
| and pushes a button. The result is perfect letters 
all typed on the same machine with the same 
touch with salutations and body copy matched. 


' Typist can do other work while the machine oper- 
"7 ates at triple speed or one girl can handle as many 
as six machines. 


Representatives 
in all important 
cities. 


Robotyer 

Corporation 

Detroit 34 

Michigan 

a 

ca 
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Metropolitan Area Salaries Still Rise 

The Office Executives Association of New York, jo, 
chapter of the National Office Management Association, om 
the results of its Annual Survey of Office Salary Rates for 


| 1948 show an increase in all but one of the jobs studied. 


| gories at metropolitan locations. 


| are paid. 


According to Alwyn W. Ogden, Universal Atlas Cemen: 
Co., under whose direction the study was made, 163 partig. 
pating companies and governmental agencies, representing 
19 types of businesses, reported the salaries of 26,978 employ. 
ees in the same 25 job classifications that were used in th 
previous year’s survey. As of October Ist, these participany 
reported that they had 74,806 employees in all clerical cate. 
This total represented qj. 
most 50 percent of the 150,377 office and plant workers yp. 
ported in all locations. 

Employee-weighted averages of a few key female job rate 
are indicative of the upward trend: 


1947 1948 
Pe NE co. hievesadsanaieousabaies $33 $34 
Secretary-stenographer .......... 47 51 
Stenographier (Sr.)  .<..s vsvcvcieses 43 56 
Stenogramser (CSF) cccccisccvacas 37 40 
pM) eee 38 40 
RE PR Sa th tesueteteeces ecads 33 34 


On the other hand, male mail clerks declined from $35 t 
$34 per week. Variance in participation may prevent an 
exact comparison of the two years. Only .085 percent of the 
employees reported on receive less than $25 per week. The 
1947 tabulation indicated 21 percent in this group. The 
greatest number of employees at any one rate moved up to 
$40 per week, at which rate 6 81 percent of those reported on 
In 1947 this modal rate was $35 and represented 
6.47 percent of the total reported. Of the reported workers, 
76.16 percent receive $35 or more per week. For 1947 this 
group totaled 70.97 percent. 

The job with the greatest range turned out to be that of 


| private secretary, paying from $37 to $104 per week, with 


OFFICE MANAGEMENT AND EQUIPMENT 


considerable spread on both sides of the average of $59. 
The length of service and interpretation of the definition of 


| private secretary undoubtedly accounts for much of this 


variation. Most of the rates of the other typing and steno- 
graphic jobs were closer to their averages. The job with the 
least spread was that of messenger-female, apparently more 
uniformly defined despite its fewer numbers. Both mes- 
senger-male and messenger-female bunched up at the modal 
rate of $30 per week. 

As a corollary, certain other non-salary information was 
reported to provide a background for the analysis of salary 
rates. Most of the employees work a five-day week of less 
than 38 hours. The largest group work a scheduled work 
week of less than 36 hours. Only 14.2 percent of the firms 
studied have a work week of 40 hours. The number of paid 
holidays granted per year is evenly spread between 6, 7, 8 
and 10, with 9 and 11 exceeding these other groups. Clerical 
pension plans are offered by 93 of the companies, while 153 
firms have group life insurance, free or contributory. Free 


| hospitalization, or medical-surgical insurance coverage is 


granted by 59 companies. Wage progression systems based 
on seniority are observed by 30 companies, while 62 organi- 
zations have merit rating systems. 

The survey is conducted on a yearly basis by most of the 
member chapters of National Office Management Associa- 
tion. 


C & H Promote Two 

C. M. Cordley, president of Cordley & Hayes, 4% 
Fourth Ave., New York, announces the election of William 
J. Mays as a vice-president, and H. Douglas Chisholm as 
secretary. Mr. Chisholm takes over the former duties of Mr. 
Mays as secretary and purchasing agent and continues as 
controller. 


March, 1949 
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STEEL TRANSFER 
CASES... 


ain be “Stacked”’ 
and used as a file 


Immediate 
Delivery 


Steel transfer cases in 
sizes—as shown—CAN 
BE USED ASA FILE. In- 
terlocking legs to assure 
sturdy stacking. Ideal for 
small offices or vaults. 
Constructed of heavy 
gauge steel to stand up 
for years. High gloss 
olive green baked enam- 
el finish. 


INSIDE DIMENSIONS OF FILES 
Width Height Length Packed 


No. 5 Letter Size ........ 12%_ x 10% x 24 | With or without rollers 
No, 6 Legal Size ........ | x 10% x 24 | With or without rollers 
No. I! Voucher Size...... 2X x 24 3 On Guides Only 
No. 12 Invoice Size ...... 10 x 8 x24 3 On Guides Only 
No. 14 Check Size ....... 9 « 3% x24 3 On Guides Only 


No. 58 Letter Base 
No. 68 Legal Base 


Write for Literature 
on other sizes 


INTERNATIONAL MFG. CO. 


2511-31 WEST 18TH ST. CHICAGO 8, ILLINOIS 


= BUTCHER, the baker, the candle-stick maker... 
the entire business world from the smallest business 
organization to the largest...are waiting word of 
the arrival of this smart, sturdy, compact Swift Adding 
Machine. It’s here, today! 

With its big-machine capacity, and such practical 
advantages as 61/2 pound weight, economy, and hand- 
some zipper carrying case for ease in transporting, 
there is no limit to its all- 
around versatility and 
usefulness. Clerks, doc- 
tors, salesmen, account- 
ants, students—will find 
jobs unlimited for the 
wonder-working Swift 
Adding Machine. 

A limited number of 
distributorships axe still 
available. For further 


= aa 


BUSINESS MACHINES CORP. 


Great Barrington, Massachusetts 


FEATURES 


9,999,999.99 capac- 
ity, Short-stroke han- 
dle, 62 pounds, visible 
totals, two-color rib- 
bon, standard key- 
board, zipper carry- 
ing case, and many 
other features. 


March, 1949 
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«* WRITES SMOOTHER 
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“ WE SHALL 
BE PLEASED 
TO QUOTE 

A YOU. 


NATIONAL PENCIL COMPANY — 
SHELBYVILLE TENN. | 
220 FIFTH AVE * NEW YORK N.Y. 


4 


OFFICE MANAGEMENT AND EQUIPMENT 


New Floor Covering Developed by Hood 

A new resilient rubber-backed floor covering with , 
simulated broadloom design surface has been developed jy 
Hood Rubber Co., a division of B. F. Goodrich, Akron, Qhj, 
for use where carpeting is difficult to maintain, C. L. Mueng, 
president, announced. 

The new product, called Hood Arrazin carpet, is being pro. 
duced in five colors and three thicknesses, he said. 4). 
though heavy-duty carpeting, it has the appearance g 
broadloom. The tough, long-wearing, embossed surface , 
made from Geon resins, with cushioning provided by a celly. 
lar rubber base. 

The floor covering has been tested for a year in trains 
airplanes, elevators, and other places where heavy pedestriay 
traffic, noiselessness, foot comfort and ease of maintenang 
are important considerations, Muench pointed out. 


Philadelphia Chapter Men Visit New York 

Eighteen members of the Philadelphia chapter of Na. 
tional Office Management Association braved the hazards of 
the transit strike in that city to attend the February 16th 
meeting of the Office Executives Association of New York 
(NOMA) at the Belmont Plaza Hotel. Richard E. Forster 
Ebasco Services, president of the chapter, opened the meet- 
ing. 

Subject for the night’s discussion was office unionization, 
with qualified Philadelphians joining with some New York 
experts to form a panel. Panel members were J. Wyatt 
Morris, chief accountant, Atlantic Refining Co., Philadelphia: 
Carl J. Basler, section head, central industrial relations de. 
partment, United States Rubber Co.; Glenn B. Gross, ac. 
count supervisor for Booz, Allen & Hamilton, and formerly 
employee relations director for Sperry Gyroscope Co, and 
Lawrence C. Lovejoy, associate professor, New York Uni- 
versity, department of management and industrial relations, 
formerly personnel director for Crucible Steel Co. Moderator 
was Dr. Robert B. Brecht, professor of industry and chair- 
man of the department of geography and industry, Univer- 
sity of Pennsylvania Wharton School of Finance. 

Other Philadelphians present were Robert F. Brown, Bird 
Coal Co., president of NOMA, Philadelphia; Eugene G. Pine, 
Atlantic Refining Co.; Mrs. Florence R. Horneff, and Miss 
Breuninger, Breuninger Dairies; Joseph H. Booth, Pennsyl- 
vania Railroad Co.; Craig A. Turner, Provident Mutual Life 
Insurance Co; Henry F. Rollman, Pennsylvania State Em- 
ployment Service; Ford F. Robinson, Curtis Publishing Co.; 
Robert P. S. Miller, Walter A. Cook, and John McGowin, all 
of Philadelphia Saving Fund Society; Arthur E. Moore, Jr.; 
Philadelphia Gas Works; Samuel Barnhart, Northern Liber- 
ties Gas Co.; John H. Ruete, Minneapolis Honeywell Regula- 
tor Co.; James Caine Bradley, Electric Storage Battery Co.; 
and James A. Welsh, Abbott’s Dairies, Inc. 


Accounting Seminar 

John B. Thurston was the featured speaker at the Feb- 
ruary meeting of the mechanized accounting sem:nar of the 
National Association of Cost Accountants, held at the Na- 
tional Cash Register Co. auditorium in Rockefeller Center on 
the night of the 9th. Michael A. C. Hume, chairman of 
the seminar, opened the meeting, and introduced Mr. Thurs- 
ton, as well as M. G. Bastianello, Statistical Tabulating Co., 
another speaker. According to Mr. Hume, the next meetings 
will be given over to discussion of punched card accounting 
methods. 

Mr. Thurston, noted author in the field of accounting, past 
president of the Institute of Internal Auditors, and a man- 
agement consultant with Wallace Clark & Co., spoke on em- 
ployee tests for accounting personnel, which he advocated 
strongly. 

Mr. Bastianello stimulated discussion on personnel selection, 
after which he and Mr. Thurston answered questions from 
the audience. } 
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BECK GELATIN ROLLS 
WEAR LONGER 


You can count on tong, excellent service from 
high quality BECK gelatin rolls. Matured and 
seasoned, BECK gelatin rolls are mounted on 
spindles to fit any size and make of duplicator. 
They are made in amber and white composition 
on cloth or fibre backing. 


‘ Dealers Inquiries Invited 


BECK DUPLICATOR CORP. 


464 W. Superior Street 18 W. 18th Street 
Chicago 10, Illinois New York 11, New York 


The Consoline 
PRESENTATION BOOKS 


For Quality 
Low Price 
Merchandising 
Variety of Colors 


Consoline Presentation Books are perfect for sales campaigns. 
The plastic folders attractively display and protect photos, ad 
reprints, price lists, letters, etc. 


Have you seen our De Luxe Scrap Book? It's 
made in maroon with a closed back, and it's 


padded. 


ACCO PRESS 
BINDERS 

For All 
Sheet Sizes 
4” x 6” 
to 


36” x 36” 


The big binding job in American busi- 
ness today is being done by 


ACCO 


Fasteners, Binders and Folders 


Wonderful opportunities for buyers of ACCO 
Products exist right in your territory. New builders 
for your service are now ready. 


See your Stationer. 


ACCO PRODUCTS, 
OGDENSBURG, NEW YORK 
In Canada: Acco Canadian Co., Limited, Tor. 


= => 


Inc. 


March, 1949 


t's beautiful! 


Ask for our new catalog. 


CONSOLIDATED LOOSE LEAF INE. 


536 PEARL STREET COrtland 7.9688 NEW YORK? N ¥ 


~“<TTMCE ALN 


Led by architects and office 
planners the trend is to Office 
Valet wardrobe equipment. 
By keeping wraps dry, aired 
and open to germ killing 
light this modern steel equip- 
ment helps prevent spread of 
epidemics and resulting ab- 
senteeism. Keeps wraps “in 
press” helps employee mor- 
ale, saves floor space, fits in 
anywhere, ends locker room 
evils. 


Widely advertised in general 
business, institutional and 
trade magazine, this line 
offers an almost unlimited 
opportunity for offices, fac- 
tories, schools and institu- 
tions. 


VOGEL-PETERSON co. 


624 So. Michigan Ave., Chicago 5, Ill. 
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ONE-TIME CARBON INTERLEAVED FORMS 


Consolidate your various forms for one typing! Use 
of Snapeasy one-time carbon interleaved forms saves 
typists’ time, eliminates error, simplifies by standard- 
izing, insures legibility, and speeds up office routine. 
We willingly adapt Snapeasy forms to your own needs. 
No “minimum order” is necessary. Send us your forms 
for advice and an estimate — today! 


Write Dept. 


OM-10 


The ARTHUR J. GAVRIN PRESS, Inc. 


50 WEBSTER AVENUE e NEW ROCHELLE, N. Y. 


TF apart on cose low pre u 


delivers 100 or more clear copies per 
minute—thousands of copies from one 
Lishe Tex stencil. 


Automatic feed operates simply and easily. Adjust- 
ments for various size papers quickly 
made. Single feed arm allows convenient 
loading of paper. Easily inked, perfo- 
rated drum accommodates standard 
legal size stencils. 


Sturdily constructed for years of quality service. 
Write for Complete Catalog 
Offered by Leading Dealers Everywhere 
THE HEYER CORPORATION 
1848 South Kostner Avenue * Chicago 23, U.S.A. 


Made President of Controllers’ Group 

Bernard S. Rodey, Jr., assistant secretary of the Con. 
solidated Edison Co. of New York, Inc., and manager of ig 
tax department, has been elected president of the New Yor 
City control of the Controllers Institute of America, One 


Bernard S. Rodey, Jr 


East 42nd St. He succeeds John D. Grayson, who was re. 
cently appointed controller of the Magnavox Co., Foy 
Wayne, Ind. 

Mr. Rodey has been active in the Institute since 1940, ang 
is currently serving on its national committee on Feder! 
taxation. He is chairman of the technical committees of the 
New York City control, and was elected vice-president of 
that group in 1947 and 1948. He has been a director of the 
local body since 1945. 


Royal Announces Three Promotions 

David B. Starrett, vice-president in charge of sales for 
the Royal Typewriter Co. Inc., 2 Park Ave., New York 
announces the appointment of L. C. Hult to the position of 
Western sales manager, succeeding the late A. W. Barlow, 
who died recently. 

Associated with Royal since 1933, Mr. Hult began as a 
typewriter salesman, became a district representative, and 
in 1940, was appointed to the branch managership of the 
Oklahoma City office. His excellent sales record brought 
him a promotion to assistant Western sales manager in 1944. 
His headquarters are in Denver. 

Other important promotions announced were those of 
William M. Wherry as district manager at Worcester, Mass: 
Max D. Brown, district manager at Dallas; and J. L. Wesley 
as San Antonio district manager, succeeding the late G., L. 
Davis. 


Hough Corporation Appoints Sieg 

Warren J. Sieg has been appointed purchasing agent 
for the Hough Shade Corp., Janesville, Wis., according to an 
announcement by John E. Hough, president. He succeeds 
Carl W. Hanke, who resigned to accept a sales position with | 
the Hoerner Corp., Keokuk, Iowa. Mr. Sieg, a veteran of 
World War II, has served as assistant purchasing agent since 
joining the Hough organization in 1946. 


Mather Company Becomes CC Division 

Mather Coupon Ticket Co., Chicago, which has been a 
wholly owned subsidiary of Commercial Controls Corp. 
Rochester, New York, since June 30, 1948, was dissolved 
recently, and will hereafter be operated as a division of 
Commercial Controls. 

In announcing the change, Charles R. Ogsbury, president 
of CC, stated that the former subsidiary would continue to 
operate at its present Chicago address, and that Charles W. 
Mather, who founded the business and served as its presi- 
dent until retiring in January, would continue to be asso- 
ciated with the firm in an advisory capacity. 

James L. Mulvaney, presidential assistant since last August, 
was appointed manager of the division on Mr. Mather’s re- 
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tirement. 
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82 Fulton Street Elizabeth 1, N. J. 


Depend on Yulton 


for outstanding value of 


SERVICE and FULTON 
DATERS and NUMBERERS 
All of high grade rubbers—deeply moulded 


to give clearer impressions. 


| 


DeLuxe and Special Business Outfits 
Ale: Sign Makers and Chart Markers 

Fuiton Stamp Pads and Ink 

All Weather Wood Block Pads and Ink 


All Types of Marking Inks (submit sample 
of material for faster service) 


Plus: Fulton's Dri-Kwik Pad of Special Merit. 


Carefully constructed of special woven felt 
and muslin on perfectly insulated block— 
inked with Dri-Kwik, a special ink that is 
odorless and dries instantly after use but 
remains moist in stock. 


Prompt Shipment — Write for Catalog 


yo SPECIALTY COMPANY 


Factory and Showroom 


| 
| 
| 
| 
| 


G86) RING BINDERS 


“Hand-Crafted”’ * 


by Elbe’s master craftsmen to 
give your binders ‘'Styled 
Right”, ruggedly constructed 
and with lasting wearing qual- 


ity. 


Choose from 20 Grades (including 
Metal-Hinge)—138 stock numbers. 
All popular sizes and capacities. 
Prompt shipment on all items. 


*Elbe Ring Binders are ‘‘Hand-Crafted”’ 
by skilled bookbinders, using top-quality 
materials. This expert craftsmanship re- 
sults in a product of outstanding quality 
and durability, at no increase in cost over 
machine-made binders. 


Write for Booklet No. B-3 


Also manufacturers of post binders, prong binders, prong fastener 
binders, brief and report folders, ledger and storage binders, album 
scrapbooks, magazine binders, clipboards, archboards, fillers, indexes 
and loose-leaf metal parts. 


ELBE FILE & BINDER CO., INC. 


FALL RIVER, MASS. 
N. Y. Office—200 Fifth Ave. Boston Office—10 High St. 


The Modern Brief Bag 
at Really Special Prices 


Three roomy pockets, steel frame and flap lock 
metal studs at bottom. 


Combination For 
Brief Case Business 
and Papers and 
Overnight Personal 
Bag Effects 
Size 16° x 13" Size 18" x 14” 
Smooth Finish Split Cowhide Leather.. $7.50 $9.50 
Selected Topgrain Cowhide Leather.... 15.00 17.50 
Choice Pigskin in Hazel or Sun Tan Color 19.50 22.50 


Cowhide bags may be had in Black, Brown or Light Tan. 


Samples sent on approval to rated concerns. Shipments to any 
part of the U. S. sent prepaid. Initials stamped in Gold at no 
extra charge. We also make zipper ring binders and Salesman’s 
Sample Cases. Inquiries invited. 


Prices quoted are subject to 20% Federal Excise Ta 


W. C. LEUTE 


QUALITY LEATHER GOODS 
54 DEY STREET NEW YORK 7, N. Y. 


rm FOUNTNBRUSH and INKS 


You'll find dozens of uses in the office 
for the Flo-master FOUNTNBRUSH 
Use it for addressing and labeling 
packages . . . file indexing . . . 
dating, proof-reading and script 
marking .. . chart, graph and 
map records, etc. Flo-master 
Ink dries instantly .. . 

available in eight transparent 
colors. Valve-controlled — 
Leakproof. Interchangeable nibs 
permit fine or heavy marking. 
Flo-master Set with 3 nibs 


and '% oz. bottle Ink — $3.50 f Order from 


your deoler 
today. 


ADO) Cushman & Denison Mfg. Co. 
135 West 23rd Street, New York 11, N. Y. 
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ik OL NI A The Newest and WANT-AD OPPORTUNITIES 


Best in a Com- 


; ke ; Rates are 15e a word. Minimum charge $3.00, - Pay, ' 
plete Line of Spirit and Gelatin able in advance. Address replies to all Box etal 


DUPLICATING SUPPLIES ads e/o OFFICE MANAGEMENT & EQUIPMENT 
260 Fifth Ave., N. Y. 1, N. Y. : 


| COLONIAL 


CARBON MANUFACTURERS _—"* 
COMPANY Employment Service al 
SALARIED POSITIONS, $3,500-$35,000. If you are consilenm 


new connection, communic:te with the undersigned 
orisinal personal employment service (39 vears recognized 
reputation ) The procedure of highest ethical standa 
and develops 


ize1 to your personal requirement 


| 
initiative on _your part. Your identity is covered and nresene Position 
Trade Mark ster I. hag ae particulars. R. W. Bixby, Inc., 292 Dun Bldg. 
Spirit and Liquid and Cream | QUALIFIED ME W whose cornings fave been $3,000 and — 
a confidential exchange, row in its 19th year of service t high- 
Gelatin Carbons Cleansers | men, specializes in in*ivilualized personal service, in opening eae 
Spirit Master Units Printing Inks prole= Ye a yee! ~ aaa positions. Eugene L. William 
Spirit Duplicating Writing and Stamp | 
Fluid Pad Inks | — sincinnnicitiia 
Position Wanted—Male 
The most modern in equipment and chemical processes es = 
‘ i ‘ = EDITOR, WRITER AND RESEARCH MAN, Columbia Univers; 
are combined to give you COLONIAL quality. Centrally Grakuse with Master of Acts Genres, sacha roa cos poten. 
located, we promise quick attention to your orders, prompt permavent connection with business organization to handle any type of 
. P q Y y type of 
: research, writing. or editing, including preparation of office manuals, em. 
shipment. | plove: bia oS and house organs. Can refer to long list of 
satistied clients OM-36. “ 


: a Ad oan. ; aoe a ———— 
SALES MANAGER open for new connection. Over 20 years Selling 
experience accovnting, calculating and communications equipment 
systens Excellent record and references Prefer Eastern U. §, y 
‘ 
e 
: 
M 
; 
I 


COLONIALCARBON COMPANY | or 


Manufacturers of Finer Duplicating Materials Te > = 


5150 Church St., Skokie, Ill. * Telephone Skokie 4258 Position Wanted—Female 


| “VEC IIrao SeT]cT aaa . Sor . 

| | ENECUTIVE ASSIS TANT—Right hand to a busy executive. Wide 
| diversified experience in management of office, purchasing, production, 
sales, personrel Knowlecge of engineering, blueprints, securities, 


Capable of handling outsi’e negotiations. A find for a wide awake 
organization seeking a reliable, loval and hard working person who 
desires to become an asset. Available now at a starting salary of $3,900. | 
OM-43 t 


COMPTOMETER OPERATORS available for temporary emergencies. 
They do not go on your payroll. General Calculating Service, 8 Broad- 
way. New York. N. Y. 


RECORD ADMINISTRATOR seeks temporary assignment or per. 
manent connection. Excellent training and experience in analysis, in 
stallation, reorganization, and administration. OM-44. 


For Sale or to Buy 


ALLBORO BUYS used ad‘ing machines, addressographs, accounting 
machines. multigraphs, coin changers, tvpewriters, calculators, multiliths 
cash registers, sorting machines, bundle tying machines Allboro Busi 
ness Machine Co., 2799 Third Ave., New York 55, N. Y. 


Your DANGEROUS Meruops Representation Wanted 


MAKESHIFT MANUFACTURER'S REPRESENTATIVES WANTED who are inter | 
Of Cutting and Trimming ested in selling a complete line of metal. masonite, and formica typewriter | 


tobles. A heantiful line. Old established line which has recently been 

And Use the New “Precise” Trimming Board! reorganized. Good commission rate. Many territories open. Contact Mr 
° F. W. McWilliams, 10700 Berea Road, Cleveland, (¢ ’ 
®@ Saves Time, Labor ® Cuts Cleaner, Faster . Tapio oe, SEE Sy SSS, eee 


®@ Cuts, Trim Light Materials Up to '/4" Thick! ~ nS ee A ee ee 


Be modern, efficient! Throw away your knife, razor RE _ - 
blade or other makeshift device and let the new “Pre- | 
cise” Trimming Board do your cutting and trimming. | Give — Help Us Build 
Pays for itself in no time at all; gives you faster, neater, im | | 
safer “= every see - less ow ren ame , 

nse. as patented adjustable Ee ary. a eae 
aaeae guide; 2 white seales on a ri Bet, pee +4 Hope Institute 


black seasoned hardwood board; No, 5- 


° ° No. 6 | 4 , 
nothing finer at any price. A No. 7—24%4" .. 31.00 First model hospital for care 
size to fit your every need. Com- West - —_ » add 
pletely guaranteed. Meath of advanced cancer patients 


Order Your "Precise'’ From Your Stationer 


AMERICAN PHOTO LABORATORIES 


Dept. O. 28 N. Loomis St. Chicago 7, Illinois 


The National Cancer Foundation 
85 Franklin Street @ New York 13, N. Y. 
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person who 


* ACME * GLOBE-WERNICKE * Y&E * 


VISIBLE EQUIPMENT SPECIALISTS 


We can supply excellent, reconditioned visible equipment. 
, Ais supplies for all makes. 


KARDEX * RAND * INTERNATIONAL 


“Ilse all types of vertical filing equipment, including fire- 
proof files, safes, Ledger trays, etc., new and used. 


All equipment fully guaranteed. 


Write for Prices 


‘Heineman Office Equipment Co. 


4.N, 8th Street St. Louis 1, Mo. 
Phone: Central 6282 


FOLDING CHAIRS 


Many Styles — Wood or Steel 


Also non-folding chairs, tablet armchairs, 
folding tables. TAKO0 


PROMPT SHIPMENT 
FROM STOCK 


Speclty Requirements 
When Inquiring. 


ADIRONDACK 
CHAIR CO. 


Dept. 1 
1140 Broadway 
New York 1, N. Y. 


More and more typ- 
ists prefer Norta, the 
modern plastic type 
cleaner. No liquids 
to spill or splatter. 
No mess. Quick, 
efficient. Longer last- 
ing. A favorite since 
1924. 


THE ORIGINAL 


NORTA | 


PLASTIC TYPE CLEANER 


NORTA DISTRIBUTING CO. * 1123 BROADWAY, NEW YORK 10, WN. Y. 


y of $3,900 


emergencies 
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Se 
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Your Art Dept. Needs 
These Poster Colors! 


ASSORTMENTS 
No. 6 Contains Six 
Colors 75e per set. 
No. 12 Contains 12 
Colors $1.50 per set. 
Also put up in 2-0z., 
1, Pint, Pint & Quarts 


NOBEMA 
PROD. CORP. 
141 Greene St., N. Y. 12 
New York 


Give 


Help us build 


Hope Institute 


First model hospital for care 


of advanced cancer patients 


THE NATIONAL CANCER FOUNDATION 
85 FRANKLIN STREET @© NEW YORK 13, N. Y. 


Top quality products for your office 


AGB: -GRIP 


INDEX TABBING 
A Complete Line ... 
Indexes e Desk Pads 
Celluloid Tabbing 
Phone Book Covers TE TUBULAN EDGE 
Visual Display Binders e Protective Holders 


THE roRiGinaL 


Aico Products sold at your local stationers 


For further details contact this office. 


G. J. AIGNER COMPANY 


503 S. Jefferson St., Chicago 7, Illinois 


Remington Rand Visible File —sclidly built 
of wood. Reconditioned (good as new) olive 
green. 15 drawers. Capacity 1,020 cards. 


Complete with 5 x 8 card holders. 


ALSO OTHER SIZES WOOD KARDEX, 
STEEL KARDEX, AND OTHER MAKES 


World’s Largest Dealers in Guaranteed, 
Rebuilt Visible Equipment. 


UNIVERSAL $2106 Sc 38S: ye 


new 
“The House thot Confidence Built” GR-3-3741 
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_ if you mail 
coupon at once! 


Clip and mail the coupon and we'll send you. 
free, a good supply of our forms —‘Payroll Tax 
Liability Accrual Summary” and the “Workmen's 
Compensation Insurance Summary.” 

If you act while our supply lasts, you may 
have as many of these forms as you need. You 
can use them either as work sheets when making 
up tax and insurance returns from scratch, or 
leave them with your bookkeeper to work up— 
posting from each weck’s payroll summary as he 
or she goes along. 


With the Payroll Tax Accrual forms, you 
can prepare and prove payroll tax figures more 
quickly, easily, accurately...with the Workmen’s 
Compensation form, you spare yourself a lot of 
tiresome detail while saving yourself premium 
money. 

These forms are sent gratis; when asking 
for them you don’t obligate yourself in any way. 


Mail the handy coupon vow! 


— oe oe ee “% 
1 l 
1 
, COMPANY, INC. 
| : } 
I ROCHESTER NEW YORK 1 
1 SALES OFFICES IN PRINCIPAL CITIES j 
1 fi 


DISTRIBUTORS THROUGHOUT THE WORLD 


Mail coupon for FREE forms now 


1 THE TODD COMPANY, INC., Rochester 3, N. Y. I 
I Please send me— free copies of your ‘‘Payroll Tax Liability Accrual 1 
{ Summary” and — free copies of the “Workmen's Compensation | 
l Insurance Summary” forms. No obligation to me, of course. i 
{Firm ieee I 
f Address_____ a I 
! Oo ee Zone Strate —— 1 
” aa 7 
. 


“OM-3-49 I 
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Acco Products, Inc 
Ace Fastener Co. ........ 
Adirondack Chair Co. 
Aigner Co., G. J. 
American Business 
re ere 
American Photocopy 
Equipment Co. ........ 
American Photo Labora- 
MN, <sicvaiach wtacens boy athe d Ste 
Art Steel Sales Corp. 
Autocopy, Inc. 


B 
Beck Duplicator Corp. 
Browne-Morse Co. 


Cc 


Carter’s Ink Co., 
Codo Mfg. Corp. ........ 
Cole Steel Equipment 
Co, Ine. 
Colonial Carbon Co. 
Commercial Controls 
See ee 
Consolidated Loose Leaf. 
Inc. 


Cushman & Denison 
Mfg. Co., Inc. ........ 

Cushman Motor Works. 
Inc. 


Dick Co., A. B. 


E 


Eagle Pencil Co. ........ 
Elbe File & Binder Co., 
ME sice inka ance ad hier S te sir 
Esterbrook Pen Co., The 
Eureka Specialty Print- 
ing Co. 


Faber Pencil Co., 
ee 

Fulton Specialty Co. .. 

Funk & Wagnalls Co. 


G 


Gavrin Press, 

py de 
General Electric Co 
General Fireproofing Co., 

, RENE ee 
Globe-Wernicke Co., 
Gray Mfg. Co., The 


H 


Hanson Scale Co. ....... 
Heineman Office Equip- 
OUD: 6 nsiaeo racine 
Heyer Corp., The ....... 
Hotchkiss Co., E. H. 


I 


International Mfg. Co. 
Invincible Metal Furni- 
ture Co. 
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K 
Kellogg Switchboard 
& Supply Co. .....,. % 
Keystone Steel Equip- ~ 
a eee 
Koh-I-Noor Pencil Co. | 
Inc. 


Leute, W. C. 


M 


Marchant Calculating 
Machine Co. .......... 7 

Moore Business Forms, 
Inc. . .2nd cover 


National Cash Register 

Co., The 
National Office Manage- 

ment Association 
National Pencil Co 8 
Nobema Products Corp. . 3 
Norta Distributing Co. ., & 


O 
Office Management & 
Equipment .......12, 16, 24 
P 
Pronto File Corp. 5. 
R 
Rapid Roller Co. ........ 18 
Remington Rand, Inc., 
Electric Typewriter ... 3 
Roberts Rubber Co., 
eae 69 
Robotyper Corp. ........ 76 
Rockwell Barnes Co. .... 2 
Roto Shear Co. ......... 16 
Ss 
Sengbusch Self-Closing 
Inkstand Co. .......... 74 
Sheppard Co., C. E., The.. 64 
ee eo ee 71 


Sturgis Posture Chair Co. 66 


Swift Business Machines 
DES ttbviaendianeoaee 7 
T 
Taylor Chair Co., The .. 2 
Todd Co., Inc., The ..... & 
U 
ee 14 
Underwood Corp. ..4th cover 

Universal Office Equip- 
a a Srey 83 


V 
Vogel-Peterson Co, Inc... 79 


W 
Webster Co., F S. ..... 6 


Y 


Yawman & Erbe Mfg. 
Ci cu onswonr 3rd cover 
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FILE FOLDERS 
SAVE YOU MONEY 


FOLDERS: 


Stand up to be seen 

Have rounded corners to prevent dogears 

Are uniform throughout the line 

Are available for every requirement—in all tab 
styles—in all common weights and materials 

Are imprinted with catalog number for easy, 
accurate replacement 

Are deep scored for easy expansion 


2 Quality made...to last and last, but you pay no extra cost. 
FOLDERS: 


Equal or exceed government specifications 
Are exactingly tested for quality. 


Consult your classified telephone directory for your nearest “Y and E” 
dealer or branch. Look under Filing Equipment or Office Equipment. 


ry ‘ 


AND FRBE MFG.(O. 1045 Jay Street, Rochester 3, N.¥..U.S. A. 
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Tad to Tos Lei 


Good to Look at... 
A Joy to Use... 
A Gem to Own 


a 


FAST! When typing, your busy 
hands never have to leave the 
keyboard ... even to return the 
carriage. Electricity saves you 
finger travel, hand travel... 
minutes that add up to hours. 


ACCURATE TYPING! An Under- 
wood All Electric assures even 
spacing between characters... 
clean-cut, uniform impressions 
»».-not shaded or blurred. 


Yrderwood... TYPEWRITER LEADER OF THE 


MU kleclihe wowe 


EASY OPERATION! Lightly touch 
the keys... electricity does the 
fatiguing work. You'll be de- 
lighted with the perfection of 
work you can always attain with 
a minimum of effort. 


AND WHAT BEAUTIFUL WORK! 
Not only letters, but carbon cop- 
ies are sharp and clear. You can 
make as many as 20 of ’em at a 
light finger touch. 


Urge your boss to buy you an Underwood 
All Electric . . . and you'll a/ways have 
his letters looking their best. 


You'll keep looking your best through 
each day, too . . . because operating an 
All Electric is not tiring. You'll simply 
breeze through your typing . . . all day! 


You control keys, spacing, shifting, tab- 
ulating and carriage return electrically 
... therefore more accurately. 


It’s a good-looker, too . . . the world’s 
most beautiful typewriter. Your local 
Underwood representative will demon- 
strate it, let you try it. Phone him... 
today! © 1948 


Underwood Corporation 


Typewriters ... Adding Machines . .. Accounting 
Machines... Carbon Paper... Ribbons 
and other Supplies. 
One Park Avenue New York 16, N.Y. 
Underwood Limited, 135 Victoria St, 9%. 
Toronto 1, Canada 
Sales and Service Everywhere 
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